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Preface 



The Oovenun^t Employees Training Act introduced the concept of 
interagency training throughout the Federal Government in 1958. 
Since then, interagency training has proved one of the most effective 
means of improving program operations by providing developmental 
opportunities for employees. 

In spite of the success of interagency training programs during the 
first several years, there was an awareness of the need for evaluation 
and continuing improvement in the training of Federal employees. 
Therefore, President Johnson appointed a Task Force on Career Ad- 
vancement in May 1966 to study, among several other problems related 
to training and education in the Federal service, the status of inter- 
agency training. The Task Force was asked to make recommendations, 
as a result of its findings, on how agencies may increase their involve- 
m^t in interagency training. The Task Force recommended: 

^^That agency heads open their training programs to employees 
from other agencies ; 

That agency beads cooperate witb each other and with the Civil 
Service Commission in continuing and expanding interagmu^ 
programs; 

That the Civil Service Commismon identify major functional areas 
in which new or additional interagency training is needed; 

That the Commission n^otiate with the agency having prime re- 
sponsibility for a function either to provide that training or to provide 
advice cm course content; and 

That the Commission take steps to have such courses set up and 
conducted as often as needed and in Convenient locations in Washing- 
ton, in the field, and overseas.” 

On April 20, 1967, shortly after the Task Force c<mipleted its study, the 
President issued Executive Order 11348, Providing for the Further 
Trailing of Oovemment Employee*. Hoarding interagency training, 
the Order directs each agency and department head to : 

^^(d) Extend agency training programs to raiployees of other 
agencies . . . and assign his employees to interagency 
training whenever this will result in better training, im- 
proved service, or savings to the Government; 
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(e) Establish interagency training facilities in areas of sub- 
stantive competence as arranged by the Civil Service Com- 
mission 

The courses presented in this Interagency Training Programs Bulletin 
indicate your recognition of the value of "nteragency training, but 
there is more all of us can and must do. We need to establish closer 
working relations so that we may : (1) Approach interagency training 
as a team effort ; (2) pool and develop our training resources to provide 
more and better programs; (3) exchange mutually useful informa- 
tion; and (4) reduce and eventually eliminate duplication of training 
efforts. 



Introduction 



Interaieiiey Tnioine Pratrams Bulletin 
1908-1969 

This annual Interagency Training Programs Bulletin is one of two 
documents designed to assist agencies in their planning for participa- 
tion in interagency training. The other publication is the Monthly 
Calendar. 

The Bulletin contains information on training available for inter- 
agency use during Fiscal Year 1969. This information consists of : 

• names of agencies offering interagency programs 

• general description of each course 

• qualification for attendance at any course 

• cost per person selected to attend 

• t.hft address of the office offering the course abd traming site 

• dates and length of courses (Note: Since the Bulletin serves 
mainly to announce planned programs for the coming fiscal 
year, course dates are subject to change.) 

• a contact point to call or write for additional information about 
any course. 

Within the Bulletin, coui-ses are grouped in major categories such 
as Supervision, Financial Management, Automatic Data Processing, 
etc. In the Table of Contents, however, courses which deal with more 
than one topic are listed under as many headings as the subjects cov- 
ered. For example, a course entitled Introduction to ADP in Financial 
Management would be listed twice in the Table of Contents: under 
Fin anc i al Management and under Automatic Data Processing Skills 
and Administration. 

This year for the first time, the Annual Calendar of Interagency 
' mining Programs is induded as an appendix to the Bulletin. The 
annual calendar, which preceeds the index of courses by agency in the 
back of the Bulletin, consists of tentative course dates, nomination 
deadlines, course titles, and course numbers. Its format is similar to 
that of the Monthly Calendars except that the Annual Calendar pro- 
vides a list of courses for the entire Fiscal Year. 

The Monthly Calendars, issued about the first of each montli begin- 
ning with June, serve to update information in the Bulletin and the 



V 



i 



Annual Calendar. Specifically, each monthly Calendar will list all 
courses scheduled for presentation during the subsequent two months. 

These calendars will provide the latest information aibout dates, 
courses titles and numbers, nomination deadlines, and any additions or 
delletions for the two month schedule. 

Descriptions of courses developed after the Bulletin has gone to 
press will be sent to key agency training directors for further dis- 
tribution within their agencies. ‘ 

All courses, both in the Bulletin and Calendar, are identified by a i 

two-letter symbol which indicates the agency offering the training, a 
course number, and the general subject area. For example, the Civil 
Service Commission course Supervision and Group Performance is ? 

identified in the Bullet in thus: I 

CS-700(HSPV ? 

Supervision and Group Performance. j 

In the Calendar, this course appears thus: j 

Supervision and Group Performance CS-7000-SPV 
This method of identifying courses in both documents is intended to . 

facilitate the interchange and use of information common to both | 

publications. 
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Executive Manasement 

General ManaieBient 

CS-7S01-eXH 

management of SCIENTinC AM) ENGINEERING 

ORGANIZATIONS 

Civil Service Commissioii 

Two 5*Aiy» perogrom* idiedulod for October 14— 1#» 1968* March 
3-7, 1969, win be hdd at the Gril Senrice GolllllliauoB^ 1900 E 

Street NW. 

De$eripiion 

The program is designed to increase awareness of the nature and soq^ 
of management responsibUity and to suggest waj^ that the technically 
trained executive can perform more effectively in his important role 
as manager and administrator. It is conducted as an advanced s^mar, 
with discussions focusing on such topics as: formulating and adminis- 
tering science and engineering budgets; utilization and development 
of human resources; communications requirements of modem science 
and technology; management of inhouse resources and contract pro- 
grams; behavioml science research and its impUcations for managere 
of technical prograi^; and research and engineering management m 
industrial laboratories. 

Who May Attend 

Participation in this program is limited to approximately 25 scientists 
and engineers, GS-15 and above or ^uivalent who have management 
responsibility for science or engineering programs. 

How To Make NonUnationB 

Nominations should be submitted to the Director, General Manage- 
ment Training Center, U.S. Civil Service Commisaon, Washingtcm, 
D.C. 20415, by authorized agency officials. Confirmation of accepted 
nominations will be made in advance of each session. Dea^me ^t^ 
for receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued at later dates. 

Other tnformaUon 

Cost: $150 per participant. Agencies may obtain further information 
by cidling 343-6152 or code 183, extension 6152. 
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CS-7507-EXM 

FINANCIAL MANAGEMENT FOR OPERATING 
EXECUTIVES 

Civfl Service Commission 

To be scheduled. Each 4r-6my program will be hdd at the Qvil 
Service Cmninissioii, 1900 E Street NW. 

Degcription 

V 

The program consists of class sessions, readings, and a special project. 
Glass sessions provide an understanding of basic economics and finan- 
cial concepts and an integrated view of finance and management in a 
governmental environment. Topics cover the financial aspects of de- 
cisions on outputs and production capacity, operations control, and per- 
formance evaluations. Reading materials contain comprehensive, 
detailed information about specific management techniques for i^udy 
after class sessions end. Approximately 500 pages of reading are as- 
ngned before class sessions begin. Each participant also is asked to 
analyze his operation and yibmit a short, written report at the first 
session. 

Who May Attend 

Federal managers, GS-15 and above or equivalent. (An identical pro- 
gram, ^^Financial Management for Program Administrators,^^ is held 
for Federal managers below GS-15). Nominees should have major 
general management responsibilities. Executives with primary respon- 
sibilty in financial matters (budgeting, accounting, auditing) should 
not be nominated. 

How To Make NominaHons 

Nomination-Registration for Training (Optional Form 37) should be 
submitted by authorized agency officials to the Director, Financial 
Management & PPBS Training Center, U.S. Civil Service Commis- 
fflon, Washington, D.C. 20415. More detailed information will be given 
in a program announcement to be issued at a later date. 

Other information 

Cost: $140 per participant. Further information may be obtained by 
telephoning area code 202-343-6136 (IDS code 183-6136). 



CS-8000-EXM 

IDEAS AND AUTHORS— SCIENCE AND GOVERN- 
MENT 

CivU Service Commission 

Four l*day sewioiu Mhednled approximately 1 month apart 
beguming in January 1969 will be hdd at the Gvil Service 
Gommiwimi, 1900 E Street NW. 

Description 

The purpose of this program is to provide an opportunity for experi- 
enced F^eral scientists and scienc'^ administrators to meet informally 
with authors whose books constitute significant contributions to better 
understanding of Government science relationships and the formula- 
tion of Federal science policies. To encourage fruitful interchange 
between the author and participants, each participant receives a copy 
of each book several weeks in advance of the meetings with the 
respective authors. 

Who May Attend 

The program is intended for Federal scientists, engineers, administra- 
tors, and managers with broad responsibility for the management of 
Federal science programs or for participating in the formulation of 
agency research and engineering policies. Nominations are limited to 
those serving at grade level GS-15 and above or in comparable 
positions. 

How To Make Nominattons 

Nominations should be submitted to the Director, General Manage- 
ment Training Center, U.S. Civil Service Commission, Washington, 
D.C. 20415, by authorized agency officials. Confirmation of accepted 
nominations will be made in advance of each session. Deadline dates 
for receipt of nominations and confirmation of acceptance will be 
listed in the program announcement to be issued at later dates. Agen- 
cies may designate substitutes to attend individual sessions, provided 
that such substitutes meet initial nomination requirements. 

Other information 

Cost : $100 per participant. This will include the cost of the books to be 
provided to each participant. Agencies may obtain further informa- 
tion by calling 343-6152 or Code 183, extension 6152. 
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Public Administration and Policy 
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tion from the General Management Training Center, 343-6152 or 
code 183, extension 6152. 



CS-7504-EXM 

hearing examiners and the regulatory 

PROCESS; CURRENT ISSUES, PROBUMS AND 

DEVELOPMENTS 

Civil Service Commission 

Three 6wl*y sessions to be cimducted in residence on N®''^**** 
her 17-22, 1968; Febmarj 9-10, 1969; and May 4-9, 1969. 



De$cription 

This program is designed for hearing (trial) examiners, and it is de- 
veloped to assist in meeting the broad and continuing educational and 
developmental needs for the hearing examiners. The' design of the 
course, the teaching techniques employed, and the background of the 
resource people will contribute to the enlargement of judicial acumen 
regarding the characteristics and essential qualities of the following: 

A. The hearing examiner’s role in Government in the agency to 
which he is attached and the society which is affected by the 
decisions which he makes. 

B. The economic, social, and political systems, how they operate 
and change, and how hearing examiner activity relates to these 

systems. i. i *• u* 

C. The functions and processes of regulation and the relationships 

between regulatory responsibilities, governmental programs 
and quasi-judicial activities. 

D. The administrative and structural aspects of organizations, 
how these effect the hearing examiner and relate to his own 

needs for administrative skills. ^ ^ ^ 

E. The developments in law, including those in the Admmistra- 

tive Procedures Act, concentrating on mattere such as (a) the 
judicial aspects of the hearing examiner activity and (b) the 
court and agency decisions affecting the limits of the exam- 
iner’s discretion and authority. ^ 

F. Philosophy and logic, in addition to scientific and technolgical 
aspects of law and government and the activity of the hearing 
examiners concerned. 

Who May Attend 

Participation in the program on the Administrative Process is open 
to all hearing (trial) examiners in the classification series GS-935. 
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How To Make Nondnatioiu 

Nominations should be submitted to the Director, General Management 
Training Center, U.S. Civil Service Commission, Washington, D.C. 
20415, by authorized agency officials. Confirmation of accepted nomi- 
nations will be made in advance of the program. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued at a later date. 

Other information 

The cost to the agency will be $175 per person. The cost for living 
accommodations and meals will be paid by each individual participant 
out of his per diem. Agencies may obtain further information by call- 
ing the General Management Training Center, 343-6152 or code 183, 
extension 6152. 



CS-7505-EXM 

FEDERAL-STATE-LOCAL ADMINISTRATION OF 
PUBLIC HEALTH PROGRAMS: AN INSTITUTE IN 
INTERGOVERNMENTAL RELATIONS 

Civil Service CommiMion 

Two 5-dav programs scheduled for January 13-17, 1969 and 
June 2-6, 1969, will be held at the Civil Service Conunissimi, 

1900 E Street NW. 

Description 

The nation’s strength and prosperity are predicated upon the health 
of its citizens, individually and collectively. Although the Federal 
Gk>vemment is expected to provide leadership in this area, satisfactory 
standards of public health can be maintained only by a complete effort 
and involvement on the part of the public and private sectors of the 
society. The effectiveness of the public effort centers on the Federal- 
State-local partnership in the public health area. Although the public 
health service is generally thought to be the main center of health 
activity within the Federal Government, major health programs are 
found in the other constituent agencies of the Department of Health, 
Education, and Welfare, and among a number of Federal agencies 
other than HEW. Included are the AEG, NASA, OEO, SBA, VA and 
the Departments of Agriculture, Defense, Interior, Justice, Labor, and 
State. Most of these agencies conduct health programs which involve 
State and local governments, and their programs in the public health 
field. The purpose of the institute is to explore problems that confront 
executives who have responsibilities for the administration of iuter- 
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governmental health programs, as well as those Federal executives 
whose job assignments require knowledge and understanding of into*- 
govemmmtal relations, focudng on public health programs and 
problems. 

Some of the topical areas to be considered in the institute are: 

• The legal and political setting for inteigovemmental cooperation. 

• The public health framework — broad-guage implications. 

• The current status of tiie Federal-State-local partnership in public 
health. 

• State and local machinery for the adniinistration of public health 
programs. 

• Probl«ns of Federal interagency coordiniU;i(m in the public health 
field. 

• The private health sector and its lelatedness to governmental pro- 
grams and planning. 

• Social change and social p lanning as rdated to the strategies and 
tactics of administering health programs. 

• Litergovemmental relations and of the "Comprehenrave Health 
Planning and Public Health Services Amendments of 196fi,” indud- 
ing an assessment of State and area-wide cmnprehendve plann i n g. 

Tn addition, the program encourages partidpants to analyze the over- 
all requirmnentsandreqwnsibilitiesof the Federal system and of their 

own agencies as they relate to intergovernmental rdaticms and the 
a dminis tration of public health programs. 

Who May Attend 

Participation in the institute is gmerally restricted to executives GS-14 
and above (or equivalrat) in any Federal agency. Agencies are en- 
couraged to srad officials hnm the field as well as the central office. 

How To Make Nominatton$ 

Nominations should be submitted by the authorized agency officials to 
the Director, (j^ieral Management Training Center, U.S. Civil Service 
Commissimi, Washington, D.C. 20415. 

OdurtnfoFmsdon 

Cost: $150 per participant. Agencies may obtain further information 
by calling 343-9441 or code 183, extension 39441. 
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CS-7506-EXM 

INSTITUTE FOR EXECUTIVES IN SCIENTIFIC 
PROGRAMS: SCIENCE AND GOVERNMENT POUCY 

Civil Service Commiieion 

Two 5^7 pnmnmm 0 tbMed for Norcnber l»-22, 1968; 

Jane 2-6. 1969. wiU be bcM at the Cml Scnrice Cowmlwiiio. 

1900 E SttoM NW. 

Description 

The Uistitnte provides scientists and engineers and key adminisindors 
of scientific oiganizati<»s an opportunity to explore important con- 
cepts and issues pertaining to the organization and administration of 
research and engineering activities of the Federal Gkivemment. It is 
conducted as an advanced seminar, with discussions focusing <m such 
topics as the critma for choice anumg scientific programs, the budget 
for science, tedmoli^cal innovation as an element of eccmomic growth, 
scientific manpower as a problem of national policy, science in world 
affairs, the oiguiizatitm of the scientific activities of the Federal 
Government, and the impact of Federal science programs on our 
universities. 

Who May Attend 

Parlicipatimi is limited to approximately 25 scientists and engineers 
uid science administrators, GS-15 or above, who have responsibility 
for fcmnnlating polky or program goals for scientific, ^igineering, 
or professi(Hial programs in the physical or life sciences, or for 
significant research and/or development activities. Participaticm of 
persimnel from field RftD installatiims is encouraged. 

How To Make Nondn^yHona 

Ncaninations should be sui. <r ‘tted to the Director, General Management 
Training Center, U.S. Ci dl Service Cmnmisfflon, Washington, D.C. 
20115, by authorized agent y c^cials. Confirmation of accepted ntnni- 
natitnis will be made in advance of the program. Deadline dates for 
receipt of ncuninations and cmifirmaticHi of acceptance will be listed 
in the program announcement to be issued at later dates. 

Other Information 

Cost: $150 per participant. Agencies may obtain further information 
by calling 34^-0152 or code 183, extmsion 6152. 
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CS-7508-EXM 

STATE GOVERNMENT AND ADMINISTRATION — 
PROGRAMS— PROBLEMS— PLANNING 

An Institnte in IntergoTemmental Relation* 

GvU Service Commiarimi 

A 5^ pragnm adicdiiled for October 28-lWoAer 1, 1968, 
will be held at the Grfl Service GMmuMkm,' 1900 E Street NW. 

Descripdon 

Federal, State, local relaitiMis is a snlqect of significance because it 
is concerned with the best wa3rs of getting at the substantive proUems 
of people. Li order to deal with these problems, one must be concerned 
with matters of structure, procedure and rdationships in govemiuMit. 
Recent Congressitmal enactmmits in such foncticmal areas as highway 
construction, public edncatitm, health and welfare, natural resources 
and many others suggest the expanding and dynamic dtaractor of 
intergovernmental programs. 

Because of rapid changes in political and governmental institutions, 
there is a need for updated infmmatimi on the progress cft ladr of 
progress by the States to improve their capabilities for effective co- 
(^nation in intergovonmental programs. It is also important to 
reexamine tiie attitudes of State leaders and administrators with re- 
gard to Federal programs and the role of the State. 

As intergovemmmital iHograms become of increasing practical impcH*- 
tance in the duly lives of all citizens, it wiagnififtB the need for current 
knowledge of intergovernmental rdatitms by Federal a^umstrators 
who are respontible for executing nati<mal pcdities. It is also esaeiitial 
that time be an exdiange of experiences gained by adminisiralme in 
the performance of fnncti<ms ariang Lorn intergovernmental pro- 
grams. The spedfic purpose of this institute is to explore proUems 
that confront administrators who have responabilities far intagov- 
ernmaital programs or whose program reqwnabilities may relate to 
intergovernmental relations. Special emphasis will be placed on State 
government and administration. The length of the institute restricts 
it to a selective treatment of illustrative problems and programs in the 
functicmal areas of intergovernniental rdatiais. The sessiais will be 
structured to devote considerable attention to : 

• The theoretical, legal, and pditical setting for iirtergovmimental 
relations. 

• State and local mechanisms for administering federally qnmsored 
programs. 

• Executive participatiim in intergovernmental policymaking; the 
Federal agency as an instrument of intergovemmenttd rdaiti<ms. 
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• Fiscal and economic problems in intergovemmoital relatioiis. 

• Federal, State, local cooperation in selected fimctimial areas, e^., 
health, ediicati<Hi, natural resources, crime control, transportation, 
etc. 

• State response to the social and financial problems of urban areas, 
including inadequate housing, low standards of living, racial ten- 
sKMis, etc. 

• The State L^islature as its operational behavior affects intergov- 
ermnental co(^rati<m. 

• The re^onal approach to inteigovemmental relati<ms. 

• Intergovernmental programs and problems of adequate personnel 
and staff at the State level. 

• Intergovernmental relations and the future of State government 
and administration. 

In additacm, the program encourages participants to analyze the over- 
all requirements and responsibilities of the Federal syston and of their 
own agencies as they relate to intergovernmental relations. The insti- 
tute employs presentati<ms by govermn^t and academic authorities 
and discusehms among the participants. Koundtid>le groups with broad, 
interagmiqr membership deal with significant problems. Each group is 
staffed by a person with competence in the areas under oonmdmration. 
A packet of selected readings will be distrftnted in advance to all 
paitidpants. 

Who May AUend 

Participation in the institute is generally restricted to executives 
6S-14 and above (or equivalent) in any F^eral agency. Agencies are 
enoonraged to send officials from the field as well as the central (Ace. 

How To Make Nominatioiu 

N(uninations should be sutunitted by the authorized agency officials to 
the Director, G^eral Management Training Center, U.S. Civil Service . 
Commisdon, Washington, D.C. 20415. 

Other Information 

Cost: $150 per participant. Agencies may obtain further information 
by calling 343-9441 or code 183, extension 39441. 



10 



CS-7513-EXM 

IDEAS AND AUTHORS— PUBUC ISSUES AND 
PROBLEMS 

CivU Service Commimioii 

Four l<dar msuoiu scfacdiiled 1 month apart beguming in Fd>- 
ruary 1969. The MMions will be h^ at the Chril Service Gom> 
mimion, 1900E Street NW. 

DeacHpUon 

The series will focus on significant national problems. (The most re- 
cent programs included the issues of Vietnam, Congress and Appro- 
priations, the urban dilema and civil rights.) Four outstanding books 
by recognized authors arc selected for the series. The program not only 
encourages Federal executives to examine the writings of highly in- 
formed authors on vital national problems but also provides them with 
an opportunity to discuss the books with their authors as well as with 
critics who are knowledgeable r^rding the issues to be discussed. 
The books are provided to each participant several weeks before the 
session. 

Who May Attend 

The program is intended for Federal executives who would benefit 
from a more incisive understanding of the national problems to be 
discussed. Nominees should generally be serving in portions at the 
GS-14 level and above in either administrative or technical- work situa- 
tions, including military c^cials. 

Haw To Make Nominationa 

Nominations are to be submitted by authorized agen(^ representatives 
to the Ifirector, General Managem^t Training Center, U.S. Civil 
Service Commission, Washington, D.C. 20415. Ag^cies may designate 
alternatives to attend individual sessions, provided that th^ meet 
initial nomination requirements. 

Other inforntation 

Cost: $100 per participant. This includes the cost of books to be pro- 
vided to each participant. Agencies may obtain further infonnati<m 
calling 343-6152 or code 183, extension 6152. 
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CS-7S14-CXM 

ideas and ABTHORS-jaETROPOUTAN PBOB- 
LEMS 

OtU Senriee ConuniMioii 

V^r l.dav T — Ddiediiled 1 month oport b eginning in Oe^ 

her, 1968. The mmion* nfll be hdd ot the 0*il Senrice CJonunii- 

don, 1900 E Street NW. 



Oe§eription 

The aeries mil focus on the metropoUtjm “‘^J'le^DoUtsn 
pnbknis. Four outetsnding books by authorities on tte 
S»^be selected for the serie. An opport^ty » 
the participating Federal executives to examine ”®“'? 
^th^ MlXa in the field uid to meet the respective anthom to 

’S^toir SXwith them and with 

Tto^ks are provided to each participant several wedis before th 
seonon. 

Who May Attend 

The program is intended for Federal executives who would benefit 
infomurtion and mmlyaes of the mriropohton scene mid 

specific urban problons. 

How To Make Nominaiiont 

Nomimdions should be submitted by^ authoriz^ 

the Mrector, General Management Traming Center, U.S. Civil Serv 

ice CJonunisaon, W ashington, D.C. 20415. 

Other infomuttion 

Cost: $100 per participant. Agencies may obtain further information 
by calling 343-9441 code 183, extension 39441. 



CS-7518-EXM 

executive programs and the courts 



Civil Sendee Conunissioii 

One 5^y reMion •cbednW for April *** ****** 

at the Ciril Serrice Commimon, 1900 E Street NW. 



DeacripUon 



Students of government administration and 

ing that the expanaon of Federal government programs and activities 



12 



enlarges the rulranakiiig and adjudicatory functions in government 
agencies. These functions, contrary to traditional belief, are not unique 
to regulatory or independent agencies. Rather, in many agencies. 
Federal executives who are not usually trained in the law frequently 
engage in the processes of adjudication and rule m aking in performing 
their day-to-day activities. Additionally, the growing body of judicial 
decisions hfts had far-reaching effects on the governmental system and 
Federal programs. These developments suggest for Federal executives 
who are not trained in the law the necessity to develop a better knowl- 
edge understanding of the functions of adjudication and rulemak- 

ing which they perform. This program, therefore, will focus on the 
following: 

Interrelationship of Administration and the Law. 

Due Process: Its Development and Its Application in Executive 
Agencies. 

Bights and Privileges of Individuals in the Process of 
Administration. 

The Impact of Judicial Interpretations on the Constitutional 
System. 

The Organization and Structure of the American Judicial 
System. 

Administrative and Constitutional Competence of Courts and 
Agencies. 

The Supreme Court — ^Its Management, Membership and Pro- 
ceedings. 

The Supreme Court in Action. 

Systems of Judicial and Administrative Remedies. 

Judicial Review: Its Development and Impact on Administra- 
tive Behavior. 

Judicial Review: Administrative Discretion and Judicial Defer- 
ence in Perspective. 

Who May Attend 

Participation is open to career employees, GS-13 and above (and 
military equivalents) , whose academic or professional background is 
not in the field of law. Federal officials who are serving as personnel 
officers, administrative officers, labor relations specialists, examiners 
and inspectors in various fiel^, officials with review responsibilities 
such as classifiers and contract reviewers, claims officers, reviewers 
of grants, licensing and regulating officers, and appeals officers are 
among those for whom this program is designed. Many other adminis- 
trators who perform adjudicatory or rulemaking functions or carry 
on activities which are significantly affected by the judiciary would 
also find it useful. The program is not designed for practicing at- 
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toineys or those whose work brings them into close contmumg contact 
with the Courts. 

Hate To Make fiondnaHone 

Nominations should be submitted by authorized a^ncy representa- 
tives to the Director, General Management Training Center, U.fe. 
Civil Service Commission, Washin^n, D.C. 20415. Confirmat^ of 
accepted nominations will be made in advance of the program. Dead- 
line dates for receipt of nominations and confinMtion of acceptence 
will be listed in the program announcement to be issued at a later date. 

Other tnformaiion 

The cost of this program-$150 per person— will be sha^ by the 
participating agencies. Announcements with more detailed informa- 
tion will be sent to all agencies well in advance of the program. Agen- 
das may obtain further information from the General Management 
Training Center at 343-6152 or code 183, extension 6152. 



CS-7519L-EXM 

am RIGHTS, TITLE VI, AND THE FEDERAL 
MANAGER 

Civil Service Commiasioii 

A 3-d«r coone to be conducted as needed at the ChrU Sendee 
Commission. 



DetcripUon 

Recent civil rights statutes and directives point to a more active^ role 
for the Federal Government in equalizing opportunity for all citizens 
through federally assisted programs. These measures require positive 
action by Federal managers to administer their programs in such a way 
as to maximize the opportunity for participation by all minority group 
citizens. It is therefore important that Federal administrators under- 
stand something of the history and background of the current civil 
rights movement, the spirit and intent of the legislation and directives, 
the problems and perceptions of the minority community, and the 
techniques of analysis and administration which can facilitate the 
attainment of program objectives and equal opportunity. The purpose 
of this course is to analyze federally assisted programs from an ^ual 
opportunity perspective and to demonstrate that civil rights consider- 
ations can appropriately become an integral part of sound and crea- 
tive program management. 
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Who May Attend 

This course is designed for Federal executives at grades GS-13 and 
above (or their equivalent) who are responsible for administering 
programs covered under Title VI of the 1964 Civil Rights Act. It is 
not appropriate for civil rights coordinators, civil rights specialists, 
or persons primarily interested :n inhouse equal employment 
opportunity. 

How To Make Nomination* 

Nominations should be submitted by authorized agency representatives 
to the Director, General Management Training Center, U.S. Civil 
Service Commission, Washington, D.C. 20415. Confirmation of ac- 
cepted nominations will be made in advance of the program. Deadline 
dates for receipt of nominations and confirmation of acceptance will 
be listed in the program announcement to be issued at a later date. 

Other Information 

The cost of the course — ^$100 per person — will be prorated among par- 
ticipating agencies. Additional information can be obtained from 
the General Management Training Center at 343-6152 or code 183, 
extension 6152. 



CS-7520-EXM 

THE METROPOUTAN AREA— PROBLEMS, PRa 
GRAMS, PLANNING (An Institute in Intergovern- 
mental Relations) 

Civil Service Commission 

A program to be held December 2-6, 1968, at the Gvfl 
Service CommiMion. 1900 E Street NW. 

Description 

The purpose of this institute is to explore selected programs, problems, 
and plans of the metropolitan area in the framework of cooperative 
and creative federalism. Sessions will be structured to devote attention 
to: Tlie metro-social setting; patterns of urban governmental struc- 
ture and organizations; administration of new Federal economic and 
social programs; interagency coordination; problems of providing 
quality persoimel in metropolitan administration; desegregation prob- 
lems in housing and education ; intergovenunental approach to trans- 
portation in the metropolitan area; urban and community develop- 
ment; problems of financing programs in the metro-urban area; civil 
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disorder, crime and delinquency in the urban community ; and future 
prospects of creative federalism and metro-urban problems. Partici- 
pants will be encouraged to analyze the overall requirements and re- 
sponsibilities of the Federal system and of their own agencies as they 
are related to the metropolitan situation. 

Who May Attend 

Participation in the institute is generally restricted to executives GS-14 
and above (or equivalent) in any Federal agency. Agencies are encour- 
aged to send officials from the field as well as the central office. 

How To Make NominaHone 

Nominations should be submitted by the authorized agency officials to 
the Director, General Management Training Center, U.S. Civil Serv- 
ice Commission, Washington, D.C. 20415. 

Other information 

Cost: $150 per participant. Agencies may obtain further information 
by calling 343-9441 or code 183, extension 39441. 



CS-7533-EXM 

MANAGEMENT OF AMERICA’S WATER RE- 
SOURCES: PROBLEMS-PROGRAMS-PLANNING (AN 
INSTITUTE IN INTERGOVERNMENTAL RELA- 
TIONS) 

Civil Service Commission 

Three 5-day programs scheduled for September 16-20, 1968, 
February 24-28, 1969, and June 23-27, 1969, will be held at 
the QvU Service Commission, 1900 E Street NW. 



Description 

The purpose of the institute is to explore some of the recent policy 
decisions of special import concerning water resources, important prob- 
lems in water quality and resource management, recent intergovern- 
mental efforts in planning and coordination, the developing water 
needs, and the relationship of water resource problems with those in 
allied areas of natural resources. While the program will be struc- 
tured to focus on comprehensive water resources planning and pro- 
gram coordination, some attention will also be devoted to a system 
analysis of water resources, the legal and political setting for inter- 
governmental partnership, interagency coordination, the river basin 
approach to resource development, the importance of science and tech- 
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nology in water policy, the water issues in law and politics, the inter- 
governmental approach to pollution control, water as a component in 
metropolitan development, the Water Resources Council as a planning 
and coordinating body, water as a recreation resource, and the adminis- 
tration of grants. Participants will be encouraged to analyze the over- 
all requirements and responsibilities of the Federal system and of 
their own agencies as they are related to the concerns of water resources. 
A packet of current, relevant readings will be supplied, prior to the 
institute's opening. 



Who May Auend 

Participation in the institute is generally restricted to executives 
GS-13 and above (or equivalent) in any Federal agency. Agencies are 
especially encouraged to send officials from the field as well as from- 
their centred offices. 



How To Make Nominations 

Nominations sliould be submitted by the authorized agency officials to 
the Director, General Management Training Center, U.S. Civil Serv- 
ice Commission, Washington, D.C. 20415. 



Other information 

Cost : $150 per participant. Agencies may obtain further information 
by calling (202) 343-9441 or code 183, extension 39441. 



Automatic Data Processing 



CS-S603-EXM 

EXECUTIVE SEMINAR IN AUTOMATIC DATA 
PROCESSING 



Civil Service Commission 



A 2>da7 leminar to be held September 5-6, 1968, and Jan- 
naiy 20-21, 1969, at the Qril Service OinuniMion, 1900 E 
Street W W* 



Description 

The seminar is designed for executives who have broad responsibility 
for functions which are or soon may be automated. It will provide an 
opportunity to obtain information, develop ideas, and exchange views 
on effective uses of automatic data processing. Topics presented and 
discussed will focus on matters of concern to top management. Con- 
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tent of the seminar will include : Capabilities of electronic data proc- 
essing equipment; feasibility studies; implementing the decision to 
automate; effects of electronic data processing systems on organiza- 
tional structure and various levels of management; present ADP ap- 
plications and their results in terms of efficiency, effectiveness, and 
economy; the impact of ADP on the workforce; and the future of 
ADP in government management. This course provides an appropriate 
background for more specialized executive training programs offered 
by The ADP Management Training Center. 

Who May Attend 

Career executives, GS— 15 and above or equivalent, are eligible to 
attend. 

dow To Make Nominations 

Nominations should be submitted by authorized agency representative 
to the Director, The ADP Management Training Center, U.S. Civil 
Service Commission, l^ashington, D.C. 20415, by August 8, 1968, and 
December 23, 1968, respectively. 

Other information 

The cost of the program— $90 per person— will be shared by the par- 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies. Agencies may obtain further information 
from the ADP Management Training Center, 343-6147 or code 183, 
extension 6147. 



CS-8622-EXM 

EXECUTIVE WORKSHOP IN ADP PROGRAMMING 
Civil Service Commission 

A 1-week program to be cimducted October 21—25, 1968, end 
March 3-7, 1969, at the Qvil Service GmimiMion, 1900 E Street 
NW. 



Description 

This course is specifically designed for Federal executives who want 
and need to have a fuller understanding of the basic concepts and 
techniques of digital computer programming. It is a companion course 
to the Executive Workshop in ADP Systems Analysis. The teaching 
effort will be directed toward the “doing,” by each individual partici- 
pant, of computer programming. The workshop is a highly condensed, 
fast-moving course with most of the available time devoted to technical 
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The calmmetioa of the week’s activity will be the writang of a 
computer program which will be tested, ddlnigged, and ron <m a 
computer. 

Who Mmy AUemd 

CSaieer execatives, 6S-14 (or eqiuvalent) and above, are eligible to at- 
tend. Prior attendee at the Ezeentive Seminar in ADP or the Man- 
agement Introduction to ADP, or equivalent knowledge will be helpful 
in realizing the workshop’s full potential. 

How To Make NomdmoHom 

Ntmiinations should be submitted by authorized agency representatives 
to the Director, The ADP Management Training Center, UJS. Civil 
Service Commission, Washington, D.C. 20415, ty September 23, 1968, 
and February 3, 1969, respectively. 

Other InfonmoHom 

The cost of the program— $140 per person^will be shared by ^ 
parti ci pating f gwu4a«. Announcements with more detailed informatocm 
will be be sent to all agendas. Agencies may obtain further informa- 
tion frmn the ADP Management Training Center, 343-6147 or code 
183, extension 6147. 



CS-H623-EXM 

EXECUTIVE WORKSHOP IN ADP SYSTEMS 
ANALYSIS 

Qvfl Service Comiwiaeion 

A 36>j .*^8^ to be WU Wtofbrr IS-M. 1968, end Aptfl 
14-16, 1949, at Ibe Ghra ScnrieeCatoiiriMiaB, 1969 E SttcclVIW. 



Deaeripthm 

Thic course is specifically designed for Federal executives who want 

and need to have a fullm: understanding of the bade concqvts and tech- 
niques of di gital computer systems analysis. It is a compamon course 
to the "Executive Woikdiop in ADP Programming” and will focus on 
laaming by doing. Hence, most of the course will be devoted to the 
tiM»lmiqiK»a and details of ADP qrstems analysis, as illustrated in an 
actual case study. 

IFbo May Affeiui 

Career executives, GS-14 and above (or equivalent) are eligible for 
n nwiinatinn. Prior attendance at an Executive Seminar in ADP, Man- 



agment Introduction to ADP, or equivalent knowledge will be help- 
fol in realizing the wcnrkshop’s full potential. 

How To Make NomiaatUnu 

Nominations should bo submitted by authorized agim<^ representa- 
tives to the Director, The ADP Bfanagement Training Center, U.S. 
Civil Service Cmnmissiim, Washington, D.C. 20415, by October 21, 
1968, and llarch 17, 1969, respectively. 

Other InformatioH 

The cost of the program— $120 per person— will bo shared by the pw- 
t-iffiparing agODcies. Announcements with more detailed information 
will be awit. to all agencies well in advance of the program. Agencies 
may forthn: information frcmi the ADP M a n agement Train- 

ing Onter, 343-41147 or code 183, extension 6147 . 



Tin Mantnnert tafonmrtiM Series 

This series of three 2-day executive seminars (consisting of Ex^tiye 
fiinifiT in Management Information Theory; Executive Soninar in 
Management Reporting Systems; Executive Seminar in interagmey 
iqff na g ntmmt. Tnf oimation Systems) is designed to c onsi d e r the various 
of infar tnation management important to effective planning 
Mid ocmtrol in Federal agencies. The programs are interrelated but 
indj qumdMTit . The Federal manager whose needs embrace all the areas 
outlined in the awninar desmptions below mig^t enroll profitably 
in all three without fear of u^ue redundancy. On the other hand, 
an executive with strong requirements in a particular area may be 
nominated for a single program. 
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CS-7510-EXM 

executive seminar in management infor- 
mation THEORY 

QtU Senrice ConmuMimi 

A 2-di7 to W coikhKica Scpta>kr 196^ 

iMMvy 30-31, 1969, at the GMI Service Cnaiailirina, 1900 E 
Street NW. 



Deaeription 

The objective of this aamiiimr is to explote the concept of information 
management in the context of organizational structure. The topics 
iliafaiaHaii will include: (1) The scope and objectives of m a n age me nt 
information S 3 rstems; (2) the detmmination ma n age m ent informa- 
tion needs; (8) the role of the managmr in d es i gnin g a management 
information system; (4) organization and control of a managmnent in- 
formation q^stem; (5) the impact of computer tedinology on the 
Haaign of i^ormation systems for management; (6) the future of 
wrmn-maidiine systems; (7) a case study of an informatiem repcuitnig 
system. Rmphawa will be placed on the concepts which underlie the 
development of a management infmmation qrstem. 



IFJbo Afay AUemd 

Gaieor executives, GS-14 and above or equivalent, are eligible to 
attend. 



Ham To Make NmnimolUuu 

Nominations dionld be snlunitted by authorized agra<^ r^iesenta- 
tives to the Director, The ADP Management Training Center, U.S. 
Civil Service Commission, Washington, D.C. 20415, by August 29, 
1968, and January ^ 1969, reflectively. 

Other imformetUm 

The cost of the program— $90 per person — ^will be shared by the par- 
ticipating agendes. Announconents with more detailed information 
will be sent to all agendes. Agencies may obtain further informa- 
tion from the ADP Management Training Centm*, 348-6147 or code 
183, extendiHi 6147. 
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CS-7511-EXM 

EXECUTIVE SEMINAR IN MANAGEMENT REPORT- 
ING SYSTEMS 

Civil Service Commiiuoii 

A 2-day pragnun to be conducted October 28-29, 1968 and 
Fdimary 24-85, 1969, at the CWI Sendee CoiiimiiaHNi, 1900 
E Street NW. 

DeMcripfion 

The pnrposB of tliis seBiinar is to bring to the attention of Federal 
executives examples of operational information reporting systems, 
both manual and automated, which are designed to assist managmient 
in the exercise of its control and planning responsibilities. Case Judies 
from government and industry will be presented by persons directly 
con c er n ed with the development of their own organizations’ informa- 
ti<m systema On cmnpletion of this seminar, the participant may rea- 
sonably be expected to have increased his: (a) awareness of the variety 
of automated systems which are serving management (e.g. logistical, 
fitumfliul, personnel, and scientific and technical) ; (b) insists into 
a^>roaches problems encountered, and techniques used in the 

design of management reporting ^sterns; (c) appreciation for the 
results of these systems within organizations; and (d) knowledge of 
current progress in agency management reporting q^stems. 

Who May AUend 

Career executives, GS-14 and above or equivalent, are eligible to 
attend 

How To Make NominalMoiu 

Nominations should be submitted by authorized agenqr representa- 
tives to the Director, The ADP Management Training Center, U.S. 
Civil Service Commission, Washington, D.C. 20415, by SeptmnbM: 30, 
1968 and January 27, 1969, respectively. 

Other tnformaiion 

The cost of the program — $90 per person — will be shared by the j»r- 
ticipating agencies. Announcements with more detailed information 
will bo sent to all agencies. Agencies may obtain further information 
from The ADP Management Training Center, 343-6147 or code 183, 
extension 6147. 



CS-7512-EXM 

EXECUTIVE SEMINAR IN INTERAGENCY MANAGE- 
MENT INFORMATION SYSTEMS 

Chrfl Serriee Cofwmigwon 

A 2 -d >7 pragram to W condwled Decoiiber 1£-1S, 196S, aod 
1-8, 1969, at the QvQ Service rnanai—ino, 1900 E 
Street NW. 

DeMctiplUm 

The purpose of this smiinar is to explore the development of informa- 
tion systems for communities of agencies which have conmum major 
categories of information lequiran^ts. The program is designed to 
iiM».raafla knowledge, insights and understanding regarding interagenqr 
management informatiim systems. Government c^cials with primary 
responmbilities and experience in intotigency systems will serve as the 
principal resources of the seminar. Discussion will focus on the: (a) 
positive steps already taken or recommended to facilitate the devel<^- 
mmt of systems to mert the information requirements of such emn- 
munities of agencies as research and development, foreign affairs, and 
eccmomic opportunity; (b) problons inherent in establishing com- 
patible systems, such as commonality of data elouMits and codes; and 
(c) means for participating in, utilizing, or initiating interagen <7 
information systems efforts. 

Who May Attend 

Career executives, GS-14 and above or equivalent, are eligible to 
attend. 

How To Make Nonunatunu 

Ncnninations should be submitted by authorized agency representa- 
tives to the Director, The ADP Management Training Center, U.S. 
Civil Service Commission, Washington, D.C. 20415, by November 14, 
1968., and March 4, 1969, respectively. 

Other tnformaUon 

The cost of the program — $90 per person — will be shared by the par- 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies. Agencies may obtain further information 
from The ADP Management Training Center, 346-6147 or code 183, 
extenaon 6147. 
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The ManatHneiit Sciences 



CS-7503-EXM 

MATHEMATICS FOR MANAGERS 
Civil Service Commiirfoii 

iU ll^week ptogi«B adiednled for SeptenAer 24, 1968 
DecoMber S, 1968, aod 8, 1969 tfanM^i Jnoe 17, 1969» 

The doM win meet ooe day each week, in two SJwor MfOMOta, 
fMNo 9s30 turn, to 12iS0 p.m. and hmm I:30lo4i30pjik for a 

total of 66 claMTOom iMMra. 

De$cripiion 

This course is a ccunpact yet comprehensive survey of those quantita* 
tive tools and techniques which are of incres sin g importance to the 
Federal executive. Starving as either a refresher in or an intr^uction 
to the major diviaons of contranporary applied mathematics, it covers 
algebra, trigonometry, analytic geometry, calculus, ve^rs, matrices, 
set theory, logic. Boolean algebra, probability, statistics, the ma^ 
matics of operations research, and other appropriate topics. A detailed 
^llabus, including problans developed by the faculty specifically for 
the course, will provide the principal medium for instructiwL Home- 
work snaigninftnts will be made following each session to remfoiw 
classroom presentation. At the conclusion of the course students 
have sufficient understanding of the essraitial elements of practical 
mathematics to: (1) communicate effectively with specialists; (2) read 
and comprdiMid quantitatively oriented texts and reports; (3) recog- 
nize problems amenable to mathematical approaches; and (4) interpret 
intelligently and evaluate with confidence the net results of such 
approaches. 

Who May Attend 

Career executives, GS-14 and above or equivalent, are eligible to at- 
tend. No foundation in mathematics beyond high school algebra will 
be necessary for meaningful participation. However, an understanding 
of basic algebra either brou^t to the program or gained through 
class and hmne study, will serve as a basis for much of the mathematics 
presented. 

How To Make Nominationa 

Nominations should be submited by authorized agency representative 
to the Director, The ADP Management Training Center, U.S. Civil 
Service Commission, Washington, D.C. 20415, by August 27, 1968 and 
March 11, 1969, respectively. 
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Other Information 

The cost of the program— $250 per person— wUl be shar^ by the par- 

"><>« .nformation 

:i&?Tan agencies. -y obta^- 

from The ADP Management Traming Center, 34»-6147 or code , 

extension 6147 . 



CS-7509-EXM 

executive seminar in statistical science 

FOR MANAGEMENT 
CivR Service CommiMioii 

A Z4mr pngnuu to be conducted Novcnil^ 14-15, 

1969, «t the Grd Senrke Conunudon, 1900 

Street NW. 



Oescription 

This — i-r is designed to examine and discuss useful principte and 
actual and potential applications of statistical 

cision mak^ Extensive use will ho made of case studl^ l<w^ 

and seminar discussions on practical and frequently usrf sto ito 

^^Hnd techniques in the Federal Governn^h Specie ^ 

facts tosatod wiU be: (a) the modern definition of the 

tistics* tbl approaches to quantifying management an P® . 

^J^7(cTCThasic ilistical principles and c^topts mcl^ 

d^tsofVroh<i5a%<m<*«i«*; (d) ^Tomy^wit h 

cations in fact finding for inventory, cost estimation, legislation etc., 

(e) specific applications 

trol ^ms; (f) Oerrelafum Analyst— with specie “ 

foSr^nd cost mialysis; (g) pitfalls and misusto of statmt^l 

Lcto^; and (h) advantages of Statistical Science to management. 

JFJko May Attend 

Career executives, GS-14 and above or equivalent, are eligible to 
attend. 

How To Make NominaiionB 

Nominationsshouldbesul»nittedbyauth,^agto^^ 

to the Director, The ADP Management Tramu« Oei^U.S. Ci^ 
^rvice Commission, Washington, D.C. 20415, by October IT, 1968 
and April 14, 1969, respectively. 



Other information 

The coBt of the prognun-$75 per prason-wiU to ^ 

tirapatme agencies. Announcements with more detailed mformafaon 
wiU to sent to all agencies. Agencies may obtain farther mfor^M 
from the ADP Management Training Center, 343-6147 or code 183, 

extension 6147. 



CS-8601-EXM 

executive seminar in operations research 

Civil Service Commission 

A 2-d«7 tenuiiar to be held September ^10, 19M, 

marr S-4» 1969, at tbe CWl Senrice GommuaHHi, 1900 E 

Street NW. 



De$cription 

This seminar is specifically designed to familiarize Federal executives 
with essential concepte of operations research and their broi^ mana^- 
ment implications. It will introduce the participant to the concepte 
of operatioiMB research through theory sessions, group discu^^ and 
directed readings. The major areas of emphasis will be : (a) de^tions 
and applications of operations research; (b) capabilities, limi^ions, 
and effects of operations research; and (c) management implications 
of present and future uses of operations 

program, APPLICATIONS OF OPERATIONS RESEARCH FOR 
EXECUTIVES, will focus on principal operations research t^- 
niques and their uses in decision making. 

Who May Attend 

This program is intended for career executives, GS— 14 and above or 



How To Make NominationB 

Nominations should be submitted by authorized ^cy 
to the Director, The ADP Management Training Center, U.S. Civil 
Service Commission, Washington, D.C. 20415, by August 12, 1968 
and Januaiy 6, 1969, respectively. 

Other Information 

The cost of the programs— $90 per perron— will be shared by the par- 
ticipating agencies. Announcements with more detailed informatimi 
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wUl be aant to aU agencitt. Agencies may obtain fartto infoi^iM 
from The ADP Management Training Center, 848-6U7 or code 188, 

AxtADsion 6147. 



CS~7534f*£XM 

applications of operations research for 
executives 



Civil Service CommiMioii 

A 4.we* pfOfTMi lo be eonduetod OB Oelob«r 9, 16, 2S, so, 19W 

«d ll««h 5, IS, 19, 26, 1969. The 

fved^ in t»io Sdioiir ■cffinrats, ftom 9i00 mju, to 12 ■oon end 
rmn ItlS to 4tl5 P.HI. for ■ total of 24 



DegeHptUm 

The <*iective of this progrf m is to provide Federal ewutives who 
are familiar with the concept of operations research with more exten- 
sive knowledge of OR techniques and th«r application to 
ment problems. It is intended for the non-mathematician who swta 
pertinent information on how (^rations research concepte are yplied. 
l^cipal media for learning will be practical case studies and home- 
work assignment on: (a) queueing theory, (b) cost benefit analysis, 
(c) filiation, (d) linear and dynamic programming, (e) decision 
theory, (f) game theory, and (g) gaming. Opport^ty ^r Private 
consultation with faculty members will be P«>vid^ 
program. This program serves as a follow-up to the liviii 

SEMINAR IN OPERATIONS RESEARCH. 



Who May Attend 

This program is designed for career executives, GS-14 a^ above or 
equivalent. It is particularly directed to those manaprs who xm the 
final resuHs rather than those who prepare the technical aspcte of 
operations research. No foundation of mathematics beyond high school 
algebra will be necessary for meaningful participation. 



How To Make Nominattone 

Nominations should be submitted by authorized ^»cy ^epi-esente- 
tives to the Director, The ADP Management 
Civil Service Ccunmission, Washington, D.C. 20416, by September , 
1968 and February 5, 1969, respectively. 
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Other Information 

The cost of the program— $175 per person— will be shared by the par- 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies. Agencies may obtain further mformatiw 
from The.ADP Management Training Center, 343-6147 or code 183, 

extension 6147. 
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Middle ManaKement 

6MMral Managtimit 



CS-7750-MID 

FELLOWSHIP IN CONGRESSIONAL OPERATIONS 

Civil Service Commissioii and The American Political 
Science Aasociation 

A 9-moiith prcfram invohring pailicipatioii in an intensive orien* 
tation program and full-linie work a ss ignm ents b e ginni ng in 
November 1969. 



De§eripHon 

This fellowdiip program helps a select group of career adminirtrators 
to acquire a thorough understanding of congressional operations. It 
is designed to give careerists a first-hand look at how Congress func- 
tions, how it is organized, and how it relates to the program and 
activities carried on by the executive branch. Persons selected will 
attend a comprdiensive and intensive orientation program conduc^ 
by the Ame rican Political Science Association; engage in full-time 
work assignments with members of Congress and with staff members 
of congressional committees; and participate in weeWy seminar meet- 
ings with congressional, governmental, and academic leaders. 

Who May Attend 

Nominees for this fellowdiip should be career employees in the grade 
range of GS-12 through GS-16 or equivalent. Each of them should 
be in managerial or executive positions, or be likely to be assigned to 
such positiollis in the future. Preference is givwi to those who are 
tn-lring part in an agency’s own executive development program. 



How To Make Nominationa 

CSC nomination cards are to be submitted by authorized agency rep- 
resentatives by May 16, 1969 to the Director, General Management 
Training Center, U.S. Civil Service Commission, Washin^n, D.C. 
20415 by authorized agmey (rfficials. The following information should 
accompany each nwnination t a completed Standard Form 67, a rtate- 
ment from the nominee’s supervisor briefly d^ribing the nominee’s 
potential for career growth and the types of higher responsibility for 
whidi he is being prepared. 
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Other information 

The cost of the pn^ram will be prorated among the participating 
agencies. The cost to the agency will be $500 per participant. Each 
applicant for the fellowship will be interviewed by a selection com- 
mittee in the latter part of May 1969 and final selection will be made 
no later than July 1, 1969. The full-time orientation will be^ in 
early November 1969. Agencies may obtain further information by 
calling the General Management Training Center at 343-6152 or code 
183, extension 6152. 



CS-7751-MID 

MIDDLE MANAGEMENT INSTITUTE 
Civil Service Commission 

A 1-wedc program to be held once each quarter daring FY 69, to 
be held at the Gvil Service CommiMion, 1900 E Street NW. 

Deicription 

The institute will provide a broad viow of Government operations 
and the functions of management as an updating and review for the 
experienced manager, or an introduction for the new manager. 

The Institute is built around core subject matter of fundamental 
modem management theory and practice. Emphasis is given to the 
functions of: Planning, controlling, organizing, staffing, communi- 
cating, directing, and decisionmaking. Other topics may be included 
to give current perspective or because of their particular topical in- 
terest. Examples of these might be: Planning, programming, budget- 
ing ^sterns; intergovernmental relations; and science and govern- 
ment Guest lecturers and small group workshops are the methods of 
presentation. Assigned readings are also provided. 

IPIto May Attend 

•The institute is designed for persons seiwing in management fields or 
programs, GS-11 to GS-14, or equivalent, who have demonstrated 
their ability and shown potential for holding more responsible man- 
agement positions. 

How To Make domination* 

CSC nomination cards are to be submitted by authorized agency rep- 
resentatives no later than three weeks before the beginning date of 
each program to: Director, General Management Training Center, 
U.S. Civil Service Commission, Washington, D.C. 20415. 
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Other informetkm 

The cost to the agenqr will be $75 per perticipant. SubetitotuMie of 
eligible participants may be made up to the beginning of the pro- 
gram. Further informatiem may be obtained by calling 343-9441 w 
code 183, ezteoaion 39441. 



CS-7752-M1D 

AN INSTITUTE IN THE LEGISLATIVE FUNCTION 
dnl Service Gmiiini wl<'>n 

Two 5^ MMioM KhcdiM far Msfch 24-2t, 1969, and jMe 
23-27, 1969, wfll W heU at dw OvU Serriee CimMoo, 1900 
E Sno rt NW. 

DeacriptUm 

This institute is designed to provide an intennve introductiem to the 
organization, operati<m, and responsibilities of Congress. The role 
of Congress and its rdatimtiiips to the executive Inranch will be 
stTfseed. The objective is to help career administrators at middle 
grade levels acquire an increased understanding of the legislative fnne- 
ti<m and its direct and indirect effect on executive branch operations. 

Who May Auemd 

Nominees for this program should be careo* employees, GS-11 
throng GS-14. Persems eligible for nomination include: Those in 
line m a n agem e nt; unit chiefs and deputies, or those witii equivalent 
respemsibility; and those engaged in support of staff ocenpotions 
such as budget jneparation, manpower analysis, policy development 
and mission determination. In additiem, each nominee should have 
recognized competence and potential and be <me whose service in Mie 
Federal Government can be expected to continue for a significant 
poriodoftime. 

Haw To Mako NomimaHoma 

Nomiu; tions should be submitted to the Director, General Manage- 
ment Training Center, TJJS. Civil Service Commission, Washingtmi, 
D.C. 20415, fay authorized agen<y officials. Confirmati<m of accepted 
n<Mninations will be made in advuice of the program. Deadline dates 
for receipt of nominations and confirmation of acceptance will 
listed in the program announcement to be issued at a later date. 



31 



Other tnfornudloH 

The cost of the prognuo— $100 per person — ^will be shared by the 
participating agencies. Announconents with more detailed infor- 
mation will be sent to all agencies well in advance of the program. 
Agencies may obtain farther information from the General Manage^ 
ment Training Center, 343-6152 or code 183, extension 6152. 



CS-7753-M1D 

MANAGEHENT INSTITOTE FOR SUPERVISORY 
SCIENTISTS AND ENGINEERS 

Civil Sendee Ceimniiiion 

A 1-meA pragna bcgfanluc SrplraWr 16, 1961, Jmmtj 6, 

1969, Mar 12, 1969, to be hrU at the OvA Service Cmmmi»mtm, 
19MESmciNW. 

DeseriptUm 

The program will examine the special nature of the managerial job in 
RAD and other engineering and scientific oiganizaticms by identify- 
ing the unique motivational characteristics of technical personnel, by 
diseasing the impact of organizational structure on the productivity 
of scimtific and engineering groups and by exploring the leadership 
patterns best designed to release and accelerate creativity. The pro- 
gram will also take up such topics as the flexibilities of the Federal 
personnel system in managing scientists and engineers, career devel(q>- 
ment concepts, and the administrative and financial practices which 
permit the most effective direction and ccnitrol of technical projects. 
The staff for the program is drawn fnan (jovemment agneies, leading 
industrial oiganizati<ms, and universities. 

Who May Attend 

Tlie program is intended for individuals, GS-12 through GS-14, who 
are presently filling, or being trained to assume, supervisoiy and man- 
agerial portions in research and developmmt and other engineering 
and scientific activities in the Federal Govemmrat. Individuals fill- 
ing such |M)6itions in other oiganizaticms who have responsibility for 
supervising or managing predominantly technical groups are also 
eligible to attend. 

Ham To Mtdse NommaHon§ 

Nominations are to be sulunitted by authorized agency representatives 
no later than 3 weeks before the beginning date of each program to: 



S2 



Director, (Jeneral Management Training Center, U.S. Civil Service 
Commission, Washington, D.C. 20415. 

Other informaliom 

The cost of the program, prorated among tlie participati^ agencies, 
will be $100 per participant. Agencies may obtain further information 
by calling 343-0152 or code 183, extension 6152. 



CS-7758-EXM 

IDEAS AND AUTHORS— MANAG! 
GANIZATHNV 

OvU Service Commiision 



>:,\y 



ST AND OR- 



F<mt l-4my wmiam» wthMUd m mmO t apart hrgiaBiap m 
Brrrmhrr 19U. 



Deecripthm 

E!ach year sees the appearance of a growing number of books a{^lying 
the findingg of social and management science research to the problems 
of management and organization. The purpose of this progrmn is 
to provide an opportunity for Federal managers to examine the most 
si gnificant, of th^ boolm to determine their relevance and applica- 
tion to Federal management situations. At the same time the course 
will provide an opportunity for the participants to raise questions 
about the book directly to the authors. Each participant receives a 
copy of all books several weeks in advance of the individual sessicms. 
At the monthly sessions, the author discusses his book, a guest “critic” 
gives his comments and reacticms to it, and the participants have an 
extended question period with the author. Out of these intMchanges 
it'is expected that a fuller statement of the ideas will emerge, as well 
as a clearer understanding of their implications for Federal managers. 

Who May Attend 

The program is intended for individuals currently serving in positions 
with significant resp<mfflbiliti€s for program management ot in pro- 
viding related staff support. Nominees should be those, GS-14 level 
and above. 

How To Make Nonunadone 

Nominations are co be submitted by authorized agency representatives 
to the Director, General Management Training Center, U.S. Civil 
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Service Commission, Washington, D.C. 20415. Agmcies may designate 
sabstitotes to attend individual sessions, provided that such substitutes 
meet initial nomination requirements. 

Other informatiom 

Cost: $100 per participant. This will include the cost of the bodes to 
be provided to each participant. Agencies may obtain further infor- 
mation by calling 343-6152 or code 183, extension 6152. 



CS-7760-MID 

MANAGEMENT AND GROUP PERFORMANCE 
Civil Service Co—miasion 

A th-hamr prafram offend at Inal aix lima per rear at die 
Cml Service Cbnadaaioa^ 1900 E Stnei NW. 



Description 

This course is designed to provide new and experienced managers, 
above the first level of supervision, with a greater insight into the na- 
ture of their jobs and with a conceptual framework which will allow 
than to approach the managerial job on a logical, rational, rather than 
intuitive basis. Participants will analyze their jobs in terms of what 
they do, how they do it, and why they do it the way they do; and will 
practice and evaluate other ways of performing the managerial job. 
Topics covered include : An analysis of the managerial job, how super- 
visory and managerial jobs differ, how we manage and why we man- 
age as we do, monitoring the managerial world, elemrats of successful 
negotiations with line and staff, mana^ng conflict and inducing coop- 
eraticMi, and establiabing, maintaining, and using communicatiems. 
Precourse preparation includes assigned reading and answering a 
questionnaire dealing with the participants’ work activities. 

Who May Attend 

Since the course is designed specifically for jnanagers, nominees should 
be above the first level of supervision ; typically, they should direct the 
activities of subordinate supervisors and work groups. Within these 
guidelines, managers at- GS-12 and above may be nominated. 

Horn To Make NominatUme 

Nominations should be submitted, in priority order, to the Director, 
General Management Training Center, U.S. Civil Service Commission, 
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Wa-Jhington, D.C. 20415. Detail nomination procedures and deadline 
dates are published in individual program announcements. 

Other information 

Tile cost of this program will be exactly $100 per participant, which 
prorates the cost of the program among the participating agencies. 
Organizations nominating more than one individual should indicate 
the priority order in which their nominees should be considered. Sub- 
stitutions may be made up to the beginning of the program, but since 
substitutes who are designated late will be unable to complete the ad- 
vance reading for the program, agencies are requested to make as few 
substitutions as possible. Class size will be restricted to 20 participants. 
Inquiries should be directed to the Director, General Management 
Training Center, 343-0441 or code 183, extension 39441. 



CS-7762-M1D 

MANAGEMENT AND GROUP PERFORMANCE: AN 
INSTITUTE FOR TRAINERS 



Qvil Service Commiaricm 



A 3^ _ . 

S erw c e GommiMioii, 1900 E StrcM NW., 



basis at the Civfl 
at vaiians of the 



Deacriplion 

This institute is designed to equip agency instructors to present the 
Civil Service Commission course. Management and Group Perform- 
ance. The fundamental concepts supporting the course structure will be 
examined in detail. WoAshop experience will be gained in dealing with 
the more difficult portions of the course. Participants who successfully 
complete the institute by demonstrating their understanding of the 
subject matter and their ability to present the material as specified will 
receive a copy of the Instructor’s Guide to Mana^ment and Group 
Performance and a certificate authorizing them to instruct the course. 

Who May Attend 

Attendance is conditional upon prior attenda.ice at a regular pres^- 
tation of Management and Group Performance. A high level of skill 
in conference leadership is particularly important to successful 
performance. 



35 



\ 

I 



1 



Hmo To Make N4unina»ion$ 

Arraninmieiits to schedule poUntial instructors throng both the n«n- 

lur course and the institute should be made as far m ^van» “ PO™* 
by contacting Director, General Management Trainu^ Cento, 

Civil Service Conunission, Wadtington, D.C. 20415, or by callmg 349- 
9441 or code 183, extension 39441. 

Other Imformatlon 

The coat to the agency will be $200 per participant. A minimum of 3 
participants will be required to schedule an institute. 



CS-7755-M1D 

management 



INSTITUTE FOR ATTORNEYS 



QtR Senriee Commiasbrn 

A 5.d.y pwgrMB to W eaiidMlrf at the CWl SarHee 

Dates win WauMNUKwd later. 



Dereripdon 

This program will be designed to develop greater awajreness 
nature and scope of management responsibility; to suggest ways that 
the technically trained executive can perform more effectively m his 
important role as manager and administrator; to provide a compre- 
hensive view of organizational practices and application; an aww- 
ness of new concepts, theories, and proposals concerning orgim^- 
titmal development; an opportunity to relate acad^c and p i 
experiences, from leaders in organizational research, to his operating 

environment. 

Who May Attend 

Attorneys at the GS-14 level and above or equivulent mil be di^le 
to attend. Nominees should be in matugerial and supervisory positions 
or sho'a^id be preparing for such positions. 

How To Make Nominaiion$ 

Nominations wiU be submitted by authorized agency teprrar^vM 
to the Director, General Management Training Center, U.S. CivU 
Service Commission, Washington, D.C. 20415. Dates f®' 
nominatimis and confirmation of acceptance will be included m a 

program announcement to be issued at a later date. 
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Other Informaiion 

The cost of the program — $15C per person — will be prorated among 
participating agencies. Additional infonnation can be c^tained from 
the (General Management Training Center by calling 343-6152 or 
code 183, extension 6152. 



VA-4»l-MID 
MANAGEMENT PH 



k' Ml 



PLES 



Veterana Administralioii 

A 24-boor Mfloiiiar eoune cowdrtfaig of six 4-hoar acMunu to be 
bdd at Vdenuis Adminjetratioe Gentral Office, Room 200, 
Vermont Aremie and Street, Wmhington, D.C, October 
2-4, 7-J9, 1968— April 16-18, 21-23, 1969. 



Description 

Hiis course is designed to cover the principles of numagement perti- 
nent to seoemd- and third-line supervisory levels. Instructional media 
will include case studies, films, and discussitm. The achievement of 
individual and organizatitm goals, and the consideration and appli- 
catitm of the principles of management will be covered in their various 
a^)ects by guest speakers and others. 

Who May Attend 

Participation is open to second- and third-line supervisors in the 
general grade areas 6S-13 through GS-15. 

How To Make Nominations 

For information r^rding nominations, call code 148, extension 3101 
or write Employee Relations and Training Division (0550), Central 
Office Personnel Service, Veterans Administration, 810 Vermont Ave- 
nue NW., Washington, D.C. 20420 (Stop 73) . 

Other InfomuMon 

This course is primarily for Veterans Administration employees; 
however, nominees from other agencies will be accepted as space 
permits. 
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SB-7700-M1D 

MANAGEMENT DEVELOPMENT PROGRAM 
{ ftmall ButineM Adminiitratton 

A 5^7 program thednled pcriodicall7 W a diin g ttm , D.G 
and Doiver* Colo. 

Description 

This program is designed for managers above the firrt level of super- 
vinon; however, other supervisors^ managers, executives, or staff offi- 
cials may attend. The objective is to improve their knowledge concern- 
ing the principles, functions, tools and ddlls of managi^. Empha^ 
is given to four broad areas of the managers* responsibilitie^Plan- 
ning. Organizing, Controlling, and Motivating. In addition, the 
following specific areas are covered— A design for manageinent action. 
Managers as instructors. Management by objectives, and skill in work- 
ing with people, plus thought provoking, decision making exercises. 

Who May Attend 

Managers who supervise first level supervisors and other supervisory 
managers, executives, and staff <^cials who need to improve their 
knowledge of the concepts of management principles, functions, and 
skills. 

How To Make NominationM 

For information concerning nwninations, call the Director, Eastern 
Training Center, Silver Spring, Md., area code 301 495-4431 or IDS 
code 179-4431 for courses offered in Washington, D.C. or the Director, 
Western Training Center, Denver, Colo., area c^e 303 297—4028 for 
those offered in Denver. 

Other Information 

This course is primarily for Small Business Administration employees ; 
however, if space permits, individuals from other agencies will be 
accepted. This course is offered without charge to participants. 



CM-4)1-M1D 
MANAGERIAL COURSE 
Department of Commerce 

A l>wed( program offered by the Office of the Secretary, Depart* 
ment of Commerce, beginiiiiig January 8, January 29, Fdim* 
ary 26, Mardi 18, ^ril 15, and June 24, 1968. The course is 
hdd in Department of Commerce facilities. 

Detcription 

This course is designed for experienced managers, above the first level 
of supervision, however, other supervisors, managers, executives or 
staff officials may attend. Its overall objective is to improve the partici- 
pant’s managerial competence and thereby the effectiveness, efficiency, 
and economy with which the organization he supervises accomplishes 
its objectives. Emphasis is given to providing a broad conceptual 
foundation for continuing, delibv-rative development. This foundation 
consists of a variety of perspectives, attitudes, and contemporary 
theory and principles supplying the participant a basis for developing 
his own beliefs and approaches. 

More specifically, the course will strive to help the manager: 

1. Review and assess his current managerial role 

2. Improve his understanding of the total management process 

3. Identify and define managerial problem areas 

4. Constructively apply principles of human behavior in the 
management process 

5. Improve communication processes and systems 

6. Lay the groundwork for a sustained program of self -develop- 
ment and managerial improvement. 

Who May Attend 

Participation in this course should be restricted to managers who 
supervise first level supervisors and other supervisors, managers, execu- 
tives and staff officials who need an intensive program of instruction 
covering a variety of the most current concepts of management respon- 
sibilities, principles and techniques. 

How To Make Nominatione 

Nominations should be submitted to the Employee Development Divi- 
sion, Room 5811, Main Commerce Building, at least 4 weeks in advance 
of the starting date of the course. The submission should indicate the 
course date, full name, GS rating, service computation date, date of 
birth, agency, bureau, division and branch, and name and address of 
immediate supervisor. 
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Other tnformOHon 

Cost $125 per participant. Inquiries should be m^e to the Director, 
Management Training, Employee Development Division, 967-3731 or 
code 189, extension 3731. 



Manpower Manasement 



CS-775!M»ER 
MANPOWER UTILIZATION 
Civil Service Commisaion 

A 3 «da 7 program to be hdd April 14— 16» 1969* at the GvU Service 
CommiMioiif 1900 E StrocI NW. 

De$cription 

Explores approaches to optimum utilization of available manpower 
resources to increase productivity without increasing costs, through 
diHraiRinn of requirements determination, organization and work 
design, staffing, motivation, and assessment of organizational 
achievement. 

Who May Attend 

Personnel officers, budget officers, and administrators with responsi- 
bility for manpower management, GS-13 (or equivalent) and above. 

Hoa To Make Nominationi 

CSC nomination cards (Optional Form 37) diould be submitted by 
authorized agency representatives to the Director, Personnel Mim- 
agement Training Center, Bureau of Training, IJ.S. Civil Service 
Commission, Washington, D.C. 20415. Confirmation of accepted nomi- 
nations will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued later. 

Other tnfornuMon 

The cost of the program will be prorated among the participating 
agencies. The cost of the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141 or code 183, ex- 
tension 6141. 
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HE.770a.MID 

BEHAVIORAL FOUNDATIONS OF MANAGEMENT 

Social Security Admimatration 
Baltimore, Maryland 21235 

A S.da 7 program offend 6 to S dmeo a year beginning in Scp> 
tember, hf tbe Social Seenritj AdministratkMi, at 6401 Seenritjr 
Bonlerard, Baltimore, Md. 212S5. 

Deaeription 

This course concentrates on aspects of human nature and on certain 
ideas that are the basis for understanding and for purposeful and 
effective decisions and actions in management. Each topic treated 
in the course consists of a lecture followed by an application session. 
Topics include: Philosophical Base — ^Humanisms and your manage- 
rial philosophy, man’s emotional life, man and his senses, man and his 
intellect, man — ^his ego and his culture, social man, man and ethics, 
human frustration and conflict, man and his will; Managerial Impli- 
cation — ^Managerial styles, motivation-morale-and productivity, 
manager’s function of handling information, administrative 
communication, need for recognition — resistance to change, the infor- 
mal organization, managerial applications, the manager’s function as 
counselor and a managerial plan for action. 

Who May Attend 

This course is primarily for Social Security Administration employees ; 
however, if space permits, qualified employees of other agencies will be 
accepted. Participants will be limited to mid-management personnel 
at levels GS-12 and above (or with equivalent responsibilities). 

How To Make NonUnationa 

^dominations should be made to the Social Security Administration, 
Office of Administration, Division of Employee Development, 6401 
Security Boulevard, Baltimore, Md. 21235. 

Other information 

Cost per participant is $95. Agencies may obtain further information 
by calling area code 301, 944r-5000, extension 5393, or on IDS code 
130, extension 5393. 
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AF-Ol-MID 

human relations for the air force 

MANAGER 

Department of the Air Force 

A 12*lioiir fiwwtwf conne to he eondaeted at Btdling Air Force 
Bate. It conri tt^ of 2-honr semiiian and worluhopa on 6 alter- 
nate work day*. Although the coutm U repeated continually* 

specific itarting dates are not estahliched- 

De$eripUon 

iTie seminars are specifically directed toward: Developing a general 
concept of what human relations is and how it can be of value as a 
ma-Tin^nnAni^. tool^ exploring some of the basic concepts of human 
nature and behavior — individual differences and the manner in which 
the need for adjustment enter the problems of human relations; help- 
ing to evolve a perspective about the relations with other people, 
especially subordinates; deepening appreciation of empathy by pro- 
viding experience in the use’of interaction techniques to develop greater 
sensitivity to and awareness of people; and presenting a structure 
which the managers can use as a problem solving approach to human 
relations problems. 

Who May Attend 

This course is intended primarily for Air Force employ^; however, 
if space permits, full-time managers from other agencies who have 
completed a basic management development course will be accepted. 

How To Make NonUnationa 

Nominations should be sent to the Civilian Personnel Officer, 1100 Air 
Base Wing, Bolling Air Force Base, D.C. 20332. Nominations should 
indicate the nominee’s name, grade and title ; a telephone number which 
may be called to schedule his attendance; and a statement that he is 
a full-time rnanager. 

Other InjornuMon 

No cost to agencies. 
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AF-IO-PER 
PROGRAM MANAGl 



I > 



NT COURSE 



Deparlmoit 4ii tlie Air Foree 

At-<>e«k«welohegb«iatdieUSAFPc w o— dPml a pwt 
Outer, MuEwdl Air Force Bare, Moalpoairiy, Ala. 



Descripium 

This course is designed to improve the capabilities of program chiefs 
over the fonctimial areas of classificatiem and wage administration, 
plaoenmit, employee-managiement lelatimis, and employee career de- 
veli^Hnent. Training is tailored to the functional diief level and has a 
twofold objective; first, to teach the effective management and evalua- 
tion of each function, and second, to teadi the interrelationship be- 
tween funotitms. Primaiy empha^ is placed on the need for an 
int^;rated program in which each function operates in support of the 
othmr functions and the entire civilian pmsmin^ program operates in 
su^MMTt of managmnent. Seccmdaiy emphasis is placed on the im- 
provement of Ihe individual’s dolls in the direction of his own func- 
tional program. 

IFJho May Attemd 

Althm ngh this course is scheduled primarily to meet Air Force needs, 
a limitpd number of employees frmn other agencies may attend. 
Nmninees should be limited to functional branch chiefe, supervisory 
personnel specialists in any functional area, civilian pnsonnd officers 
(h: thmr asdstants, and membm of agency, bureau, or intermediate 
organization level staffs. 

Haw To Make NoauaaHmu 

Nominati<ms should be made by letter to the Director, USAF Persem- 
nel Devel(^mmit Crater, Building 505, Maxwell Air Force Base, Ala. 
36112, thirty days prior to coorse starting date, stating the name, title, 
and grade of the employee and Imefly, the nature and scope of his 
personnel responsibilities. Agencies will be given early notificati<m 
of ai^roved n<miinee and provided furthra details. 

Otket fonaatiom 

No cost to agencies. 
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Aatonatie Data Pracessiqi 

CS-8633-M1D 

MANAGEMENT INTRODUCTION TO AUTOMATIC 
DATA PROCESSING 

Ovfl Sen^ Commiarion ! 

t 

A 2^ acMfaMT •AMfBi ArngmH 19-M, 196t; OcMbcr 7-t, | 

196t; No*»kr 21-22, 1962; Jmmmarr 9l- 10, 1929; Manh f 

24-25, 1969; mmA April 21-22, 1969; at fht Qril Senriee Gom- 
^■riom 1900 E Siieel NW. 

I 

Deacripdon | 

This seminar is demgned to provide a management overview of the | 

fundamentals of automatic data procesnng. It is also the reocnnmended | 

introductmy course for participants planning to attend later seminars 
on ADP in personnel management, financial management, supply man- 
agement, or technical infonnation systems. Emphasis will be given to : 

(a) Litnkluction to ADP; (b) Capid>ilities and components of com- 
puters; (c) ADP qrstems analysis and design; (d) Feasibility studies 
and implmnenting the decision to automate; and (e) Discussion of 
individual confnee questions. Technical aqMcts of automatic data 
processing will be presented, but only on an introductory leveL Ladr of 
prior participant familiarity with computer tedmology is assumed. 

IFAo May Attend 

This program is open to full-time Federal employees, 6S-11 and 
above or equivalent. 

Haw To Make Namimaiiane | 

Nmninations should be submitted by authorized agen^ representa- 
tives to the Director, The ADP Management Training Center, UJS. 

Civil Service Commission, Washingtem, D.C. 20415, by July 22, 1968 
for the 1968 sessions and by December 12, 1968 for the 1969 sesmems. 

Other knfomuttion 

The cost of the program — $50 per person — ^will be shared by the par- 
ticipating agencies. Announcements with more ddailed information 
will be sent to all agencies. Agencies may obtain further information 
from The ADP Management Training Center, 343-6147 or code 183. 
extension 6147. 
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CS-8604-M1D 

AUTOMATIC DATA PROCESSINC ORIENTATION 
Civil Service CommiMioii 

A 1-wedi p fogr am to be condnctcd SeptenAer 16-20, I960, 
and Mar 5-0, 1960, at the CbrU Service O mwni Mi o n, 1900 E 
Street NW. 



Description 

This program is designed to provide introductory knowledge of the 
uses and potential of automatic data processing systems. Emphasis will 
be given to: (a) Capabilities and components of computers; (b) ADP 
systems analyds and design; (c) ADP conversion planning and 
control; (d) effects of ctunputers on organizational structure and 
personnel — both staff and managnnent; (e) established ADP appli- 
cations and their results in terms of efficiency and economy; (f) 
economic and social effects of increasing autcnnation; (g) ADP in 
the Federal Crovemment; and (h) the ihiture of ADP. The broad 
implications of automatic data processing will be stressed rattier 
thim the technical aspects of the ccsnputer. Lack of prior familiarity 
with computer techimlogy will not handicap participants. 

Who Moy Attasd 

This program is open to full-time Federal emplcyees, GS-7 and above 
or equivalent. 

IIow To Make Nominatioiu 

Nominations should be submitted by authorized agency representa- 
tives to the Director, The ADP Management Training Center, UJS. 
CKvil Service Gcunmission, Washington, D.C. 20415, by August 19, 
1968, and April 7, 1969, respectively. 

Other informoMon 

The cost of the program — $60 per person — will be shared by the 
participating agencies. Announcements with more detailed informa- 
tion will be sent to all agencies. Agencies may obtain further infor- 
mation from The ADP Management Training Center, 343-6147 or 
code 183, eztensi<m 6147. 
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C8-860S-MID 

AUTOMATIC DATA PROCESSING SYSTEMS 
ANALYSIS SEMINAR 

Chril Sendee CommiMioii 

Ab S>«cck pivfnm sdicdakd fn»i SqpiCBibcr 2S, 1968 ihroeiii 
NovcnWr 13, 1968, and fran FdbnMiy 5, 1969 thitMgh 
March 26, 1969. TW prognua begim with a half-daj •CMfam 
adikh ia followed kf leaca falliday teifioiM at waAlj intarrab 
(Wedoeadaya). The pMfiw wOl he offered at the OtU Senrie a 
rirwT-r*-*— . 1900 E Street NW. 

Deserifdon 

The SYSTEMS ANALYSIS SEMINAR meets one dsy a week to 
allow participants sufficient time to asnmilate what has been presented 
and to prepare for -participation in fntnie classes by stodyihg the text- 
book reading assignments and by completing the associated work 
problems. The program wiU include case studies, practical enrcises, 
and supplemental outside reading. The seminar will focus on the prin- 
ciples and techniques of qrstems analysis and design relevant to man- 
agmnent-oriented computer apidications. Among the subjects to be 
discussed will be: (a) Principles and P**’xdamentals of Data Process- 
ing; (b) CmnpMients and Capabilities of Cmnputers; (c) Fundamen- 
tal’s of Programming; (d) Extmit and Tasks of Systems Analysis 
and Systems Design; (e) Systems Evaluation; (f) Feasibility and 
Application Studies; (g) Equifunent Selection; (h) Charting and 
Documentation; (i) Forms Analjrsis and Design; (j) Systems Im- 
plementation and Operaticm; (k) Systems Pl annin g and Control; 
and (1) Management-Related Uses of the Computer, e.g. Operations 
Research. The students in this seminar will be expected to exert a 
considerable amount of individual effort, both during and between 
the scheduled sesaons. 

Who May Attend 

This program is open to full-time employees, GS-9 and above or 
equivalent, who require information about ADP qrstems analysis. 
(Current cmnpnter programmers and systems analysts should consult 
descriptions of seminars in: "Systems Analysis for Computer Pro- 
grammers,” "Systems Workshop for Computer Specialists,” and 
"Advanced Systems Technology for ADP Systems Analysts.”) 

How To Make NombuttionB 

Nominations should be submitted by authorized agency representa- 
tives to the Director, The ADP Management Training Center, U.S. 
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Civil Service Commission, Washington, D.C. 20415 by August 28, 
1968 and January 8, 1969, respectively. 

Other information 

The cost of the program — ^$175 per person — wDl be shared by the 
participating agencies. Announcements with more detailed informa- 
tion will be sent to all agencies. Agencies may obtain further informa- 
tion from The ADP Management Training Center, 343-6T47 or code 
183, extension 6147. 



CS-8606-MID 

FIELD WORK PROGRAM IN ADP SYSTEMS 
ANALYSIS 

Civil Service Conuniasimi 

An 8-wedi program eondncted from November 27, 1968throiii^ 
Jannarv 29, 1969, and fram April 9, 1969 through May 28, 
1969. llie program hegins with a half-day remion vdiich it fob 
lowed by ■even full-day leMiona at weekly in terv a l* (Wednes- 
day*). The program wiD be offered at the Civil Se r v ice Conimie- 
ahm, 1900 E Street NW. 



Description 

This course is intended to supplement the ADP Systems Analysis 
Seminar. It is offered as a follow-on course for Federal employees 
who require a more extensive underst an ding or a working knowledge 
of system analjrsis and design. The Field Work Program is designed 
to provide an opportunity for participants to engage in an actual ADP 
^sterns study. They will work with and put into practice the prin- 
ciples and theories acquired in the earlier Systems Analysis Seminar. 

Who May Attend 

Persons who have successfully completed the ADP Systems Analysis 
Seminar and others with equivalent knowledge or experience are 
eligible to attend. In addition, only those persons should be nominated 
whose schedule will permit attendance at each session and accomplish- 
ment of the required assignments. 

How To Make Nominations 

Nominations should be submitted by authorized agency representa- 
tives to the Director, the ADP Management Training Center, U.S. 
Civil Service Commission, Washingtcai, D.C. 20415, by October 30, 
1968, and March 12, 1969, respectively. 
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Other information 

The cost of this program— $125 per perwn— will be shared by the 
patricipating agencies. Announcements with more detailed informa- 
tion will be sent to all agencies well in advance of the program. 
Agencies may obtain further information from the ADP Manage- 
ment Training Center, 343-6147 or cx)de 183, extension 6147. 



CS-8618-M1D 

SCIENTIFIC AND TECHNICAL APPUCATONS OF 
AUTOMATIC DATA PROCESSING: A SURVEY 

Civil Service Commission 

A 1-wedt program to be held June 16—20, 1960, at the Civil 
Servi ce CommimioB, 1900 E Street NW. 



Dercription 

This program is designed to provide information about scientific and 
technical applications of automatic data processing to assist en^eers, 
aftifmt.ifi ta, and technicians in updating their knowledge. Topics dis- 
cussed will include the following: (a) Introduction to the use of 
analog and digital computers for scientific applications j (b) services 
which a computer laboratory can provide for the scientist, engineer, 
and technician; (c) ADP applications in such fields as space tech- 
nology, missile control, communications, medicine, cartography, 
weather, language translation; (d) analysis of selected operational 
technical information qrstems; and (e) research advances in com- 
puter technology. 

Who May Attend 

Persons serving in engineering, scientific, or technical fields, and man- 
agers of persons in these fiel^ GS-9 and above or equivalent, are 
eligible to attend. 

How To Make Nominationr 

Nmninations should be submitted by authorized agency representa- 
tives to the Director, The ADP Management Training Center, U.S. 
Civil Service Commission, Washington, D.C. 20415, by May 19, 1969. 



Other information 

The cost of the program— $150 per person— will be shared by the 
participating agencies. Ajinouncements with more detailed infonna- 






tion will be seLt to all agencies well in advance of the program. 
Agencies may obtain further information from the ADP Manage- 
ment Training Center, 343-6147 or code 183, extension 6147. 



Managenieiit Sciences 



CS-8619L.MID 

OPERATIONS RESEARCH ORIENTATION 
Civfl Service CommiMioii 

A 3^7 program to be conducted September 25—27, 1968 and 
March 24-26, 1969, at the CWl Service OmuniMion, 1900 E 
Street NW. 

DeBcripiion 

The program is deagned to provide a general overview of operaticms 
research as a manag erial and technical process. Emphasis will^be 
placed npon the role of the operations research analyst in supporting 
manage ment decision making through quantitative analyses. Subjects 
to be discussed will include: Basic concepts of operations research,; 
tnethodolgy used; and priwApcil and convnwfdy used techrngyss of 
operations research. Knowledgeable and experienced practitioners of 
operations research from government, industry, and univeraities wili 
constitute the faculty for this program. At the conclusion of the 
orientation, participants should have sufficient information regarding 
Operations Research to : (1) appreciate mpre fully ifc? rationale as an 
organizational information-producing tool regarding oj^rational mat- 
ters; (2) understand more completely the major steps involved in the 
application of specific methods and techniques used by Operation Re- 
searchers; (3) recognize more clearly the roles of individuals respon- 
sible for contributing informational inputs to management; and (4) 
communicate more effectively through an increased knowledge of OR 
terminology and means. A complementary program, TECHNIQUES 
AND METHODS OF OPERATIONS RESEARCH WORK- 
SHOP, is offered for those persons seeking more detailed understand- 
ing of the problem-solving techniques of operations research. 

Who May Attend 

This program is open to full-time Federal emp%ees, GS-9 and above 
or equivalent. It is particularly directed at persons whose present 
or projected assignments require a broad conceptual knowledge of op- 
erations research and related quantitative approaches. 
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How To Make Nonunatioiw 

Nominations should be submitted by authorized agency representa- 
tives to the Director, The ADP Management Training Center, U.S. 
Civil Service Commission, Washington, D.C. 20415, by August 28, 
1968 and February 24, 1969, respectively. 

Other information 

The cost of the program— $60 per person — will be shared by the 
participating agencies. Announcements with more detailed informa- 
tion will be sent to all agencies well in advance of tha program. 
Agencies may obtain further information from the ADP Manage- 
ment Training Center, 343-6147 or code 183, extension 6147. 



CS-8620-MID 

TECHNIQUES AND METHODS OF OPERATIONS 
RESEARCH WORKSHOP 

CiWl Service Commluion 

A program to bo held October 10, 11, 17, 18, 1968t 
Febmary 5, 6, 12, 13, 1969; and April 3, 4, 10, 11, 1969, at 
the Chril ScvriM OnmniMion, 1900 E Street NW. The program 
eonriits of two 2^y aemions to be hdd daring two cmuecntiTe 
wedu. 



Detcription 

The objective of this program is to increase practical understanding 
of such basic operations research techniques as: inventory theory^ re- 
placement theory^ queveing theory^ Birmdation^ coet-heneft anal/ym-t 
linear and dynamic programming^ and game theory. Lectures, case 
studies, group discussions, and challengmg homework assignments will 
be used extensively throughout the conduct of this workshop. On 
completion of the program the participn .t should be able to: (1) 
Recognize more readily the type and range of operational problems 
amenable to mathematical approaches (2) Understand more fully the 
mathematical rules and computational logic employed by OperaAmns 
Beseardi analysts; and (3) Appreciate more comprehensively the var- 
ious methods used for rec(»iding and analyzing data in mathematical 
problem solving. The OPERATIONS RESEARCH ORIENTA- 
TION is offered for pen^^His seeking a general overview of operadcns 
research as a managerit ' .1 terimical process. 




f 












Who May Attend 

This program is open to full-time Federal employees, G^S-9 and above 
or equivalent. It is particularly directed at persons who perform or 
will perform quantitative analyses of operational problems for man- 
agement, or who are responsible for the supervision of such efforts. The 
program presumes familiarity with operations research concepts and 
a technical orientation on the part of the participant. An understand- 
ing of basic algebra is esssential to effective participation and under- 
standing of practical exercises. 

How To Make Nomination§ 

Nominations should be submitted by authorized agency representatives 
to the Director, The ADP Management Training Cmter, U.S. Civil 
Service Commission, Washingtcm, D.C. 20415, '^y September 12, 1968, 
January 8, 1969, and March 6, 1969, respectively. 

Other Information 

The cost of the program— $150 per person— will be shared by the par- 
ticipating agencies. Announcements with more detailed, information 
will be sent to all agencies. Agencies may obtain further in.form.ition 
from the ADP Management Training Center, 343-6147 or code 183, 
extension 6147. 



HE-4H7-MID 

OPERATIONS RESEARCH 

Social Security Administration 
Baltimore, Maryland 21235 

A S24iour program conducted in March each jeer bjr the Soda! 
Secnritjr Adminutmtimi, 6401 Securitjr Boulevard, Bahimore, 

Md. 21235. 

Dercription 

The objective of this course is to acquaint staff members with the tech- 
niques and methodology of operations research and their application 
towards the solution of typical SSA-type problems. Completion of 
homework assignments and a final examination will be required. 

Who May Attend 

This program is open to full-time employees, 6S-9 and above, or 
equivalent. A familiarity with algebraic techniques is essential to ef- 
fective participation in this course. 
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How To Make NominaiionB 

Nominations should be submitted by authorized agency representatives 
to the Social Security Administration, Office of Administration, Divi- 
sion of Employee Development, area code 301, 944-5000, extension 
5393, or on IDS code 130, extension 5393. 

Other Information 

The cost of the program is $100 per person. 



Entrance Level 



CS-7754-MID 

INTRODUCTION TO SCIENCE AND ENGINEERING 
IN GOVERNMENT 

Civil Service Commission 

A S-day program beghraing August 26, 1968, December 2, 1968, 
and April 14, 1969, %rill be hdd at the Civil Service Commission, 

1900 E Street NW. 

Deicription 

An increasing number of new scientists and engineers enter our tech- 
nical agencies each year. The academic backgrounds and previous 
work experience of these individuals provide little opportunity for 
them to develop an understanding of the goals of the total scientific 
and engineering efforts of the Federal Government and how these 
relate to their agency activities and professional growth. This 3-day 
program is designed to give these scientists and engineers an opportun- 
ity to gain a perspective on their roles and that of their professions 
within the Federal structure. By examining the dimensions and frame- 
work of research and the development within the Federal Government, 
these individuals will gain insights that can be expected to increase 
their identification with their agencies and the Federal Gtovemment. 
Subjects to be examined by leading resource personnel from Federal 
agencies and universities include Federal policy on science and engi- 
neering, the impact of governmental programs upon our society, and 
an overview of the nature, diversity, and organization of government 
research and development. Career development concepts and informa- 
•tion relating to technical careers will also be presented. 
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Who Moj AUemd 






Theprogramisii , . , « j t 

GS-5 throng GS-11, pArticiihrly tho» wbo have been m the Fedeni 

eervioe lees than 3 years. 

How To Moke N omh w ti o m§ 

Nominetwns M® to be siijnritted by aiilhorieed 

IK> lel» Uien 3 weeto before the beginning dete for eedi iwpgim to 

Director, Genenl Management IVaining Center, UJS. CSvil Service 
CkanmiflHUMi, Wadiington, D.C. 20415. 

Otkor tmfonmathm 

The coet of the program, prorated among the partidpati]^ agendee, 

wiU be $45 per partidpanL Agendea may obtain forther infonnation 

calling 343-6152 or code 183, extendon 6152. 



management intern lecture and 
PROGRAM 

Qvfl Serviee Cenwiiedim 




De$ariftiom 

He objective of thia program is to supplement intern training within 
federal agendea in ways that will: Incieaae knowledge aj^ deepen 
^mUnrfaiwiiiig of the pToceBBes and inatitntions of democratic govern- 
ment; broaden perspectives concerning the role of the Federal Gov- 
ernmoit and the ways in whidi ks policies are set and its prograam 
execoted; and encourage {urofesdonal attitudes and a spirit of public 



The program s e rves to complemeut agency training with the lecture 
fnrniflh of^rtunity for active invdvement and di8cnad<m with 
a variely of people in the seminars, and encourage adf -development 
in ways and through the readings provided. Seminars are typi- 



SS 



er|c 




caDy held with prominent mm frmn the three bnnchee of govem- 
mei^ nnivermty profeesorB, joamalist8| local govemmmt offidnls, and 
lepresentatiTee from indnetiy, foundafioiis, or other private organiza- 
tions. Tnfaanff manage most of the arrangements for seminars them- 
selves, with gnidanoe available from advisors. 

Who Mmy AUemd 

All persons appointed in 1968 from the managemmt iidem regirter 
of the Federal Service Entrance Ezaminathm are eligiUe for nom- 
ination. Li edditiflii, all emidoyees participating in an agency intern 
program at the miuuigement entry level are digible, icgardleaB of 
whether or not appointed Lorn the managemmt intern register. Other 
employees, OS-5 tiiroag^ GS-9 or equivalent may be nominated pro- 
vided the individoal is being developed for assumption of manage- 
ment leqNmaib^tieB and quelifications of the individual match those 
eq^ected of management interns. 

How To Moko Nomh ta ii o mn 

Optional Form 37 dionld he submitted by authorized agency repie- 
smtatives fay August 15, 1968, to: Director, General Ifanagement 
Training Center, UJ3. Civil Se^ce Commusion, Wadiington, D.C. 
20615. In additim agenties are asked to submit in duplicate. Form 
XCD-8 for eadi person nominated. 

OAor In / or m e He n 

The cost to the agency will he $60 per participant Substitutions of 
eligible partidpantsmay be made up to the bepnnii% of the program. 
Further infomuUim may be obtained by calling 343-9441 cm* code 183, 
extension 39441. 



CS- 7757 -mD 

BAI»C CONCEPTS IN GOVERNMENT OPERATIONS 
Qvil Service CommiadcNi 

A 1 week peegrei lebe ackadakdl Aariae each af iIm 6nt twa 
jaartwa, FT •• be keU at tke GhrS Scrrkc CtaiaiiMiMi. 
IMtESmccNW. 



DeocriptUm 

This week-long program, for reomtly hired c»ll^gB graduates, is de- 
dgned to cxMnplenimt agmcy orientaticm efforts providing an extended 
opportunity to explore how the Federal Govemmmt is cnganixed and 
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Ilow it opentes. The program analyns the nature of Federal empkj* 
ment and relates the participants’ individual jobs not ^y to their 

agem^, but to the executive brandi as a whole. An operatkmal view of 

Government is presented by experienced offid^ and managers. 

Throui^ leiAnres and discussion sessions, the participants g^ an 

of the formation and a dminis tration, of public poli<7. 
Career develc^ment concepts and information useful to young enfay- 
levd profeesionals is also presented. 

Who Mmy AUomd 

Nominees for this program diould be carm employ at entrance 
levd, 6S-5 throuj^ GS-9, in administrative, tech nical , and profes- 
sional ocenpationsL 

How To Moke NooUmoHome 

NominatHms are to be submitted by authorized agem^ representativeo 

no later 3 weeks before the beginning date of each program to: 
IMrector, General Ifanagement Training Center, XJ.S. CSvil Swvice 
Commission, Wadiingtmi, D.C. 20415. 

Other In / e r ma H e n 

Thecostoftheprogramwillbeproratodamongtheparticipatii^agBn- 
cies. The cost to the agenqr win be $00 per paiticipaiit. Agencies niay 

further infmmation by calling 343 94.ti. or code 183, eztennon 

3044L 



GN-86I7-M1D 

AirroHATIC DATA P ROCE SSING ORIENTATION 
FOR MANAGEMENT INTERNS 



GhrR Serviee rnirnniaaton 

A l.«mk ‘ Manh 1’3-lA, 19i9, at the Ovfl 

Soviee CaeneiMiaB« 1930 E SmeS NW. 



Deteriptkm 

This program, designed primarily for management interns, provides 
information about the management implicati<ms involv^ in the use 
of aatmnatic data processing systems. Among the topics discussed 
will be: (a) Past, present, and future capabilities of automatic d^ 
processing equipment; (b) preparation required prior to acquisititm 
and use of a computer; (c) effects of ADP systems on organizational 




a tru c tu re, the wor k f o rce, end managraaent; (d) present ADP appli* 
cations and their results in toms of cffidenqr and eomomy; (e) the 
economic and social effects of inoeasing automation; (f) in the 
Federal Government; and (g) the futare of ADP. Spedal emphasis 
wiU be placed on adjustments in management conoqpts, reeponsiliilities, 
and organizatianal structure needed to derive maximum value ftom 
computer resources. 

Who May AUemd 

All persons appointed in 1988 from the Management Intern Register 
of the Federal Service Entrance Examination are eligible for nomi* 
nation. In addition, all employees partkipoting in an agency intern 
program at the management entry level ate eligible, regardless of 
whether or not appointed from the Management Intern Register. 
Other employees may be nominated provided (1) the individual is 
being developed for assumption of management reeponsibilities, and 
(2) thequalificationsof the individual matdi those enqpected of man- 
agament internal 

Ham To Make NomUmaHoma 

Nominations should be submitted by authorised agenqr r epr ese nt a tives 
to the Diiector, The ADP Management Training Center, ILS. Civil 
Service Commission, Waeihington, D.C. 2041S, by February 10, 1982. 

Olhsr Im fa r m m ttwm 

The cost of the program--$60 par prason— will be ehared fay the partic- 
ipating agenciea. Announcements with more detailed information 
will be sent to all agendesi Agencies may obtain furthor informatimi 
fran The ADP Management Tnuning Center, 343-8147 or code 183, 
exteufflon 8147. 



Sipervisioii 



GS-7000-SPV 

SUPERVISION AND GROUP PERFORMANCE 
Qril Senriee CommiMion 

A 1-week progm offered 9 timm a yev at die Orfl Scrvke 
GeandMlea, 190i E Street NW. 



Deaeription 

Supervision mod Group Perfmnaaoe will introduce supervisors to 
modem conceits of effective supervision, besed on recent findin g s of 
social sdenoe research. Brief presentations or readings and group 
participation ezerciaes are followed by a thorou^ discussion of each 
topical area, and participants analyse tLe implication of the ccmc^its 
to practical supervisory sitnabions. Topics covered include: The Job, 
Placement and Promotion; Why People Behave as They Do; leader- 
ship; Why Groups Act as They Do; Analysis of a Work Situation; 
Steps to Snppnrting and Remedying; Steps to Ifojcsr CSiai^; Ori- 
entation of New Workers; Learning; Performance Appraisal; and 
Diadpline. 

Who May A ttend 

This course is designed for first line supervisors. Accordingly, nom- 
inees should be in direct charge of employees who do the work in their 
organizations. Partiidpants are divided into classes with simil ar grade 
levds, ie., grades GiS-'12 and below or GS-11 and dlxnre. 

Ham To Moke NoodmotUme 

Nominations should be submitted by authorized agHuy officials in 
priority <nder to: Director, General Man agement Training Center, 
UB. Civil Service Commisnon, Washington, D.C. 20415. Classes are 
limitiMl to a tn*irimiiin of 20 participants. Dates of courses will be 
published in the strategy-for-development boeddet "Programs For 
Supervisors” for Fiscal Year 1969. 

Other Imformetlom 

Participants are expected to attend all seesicuis. Thecost toeadi agency 
is $100 per participant Furthm: informadon may be obtained by calling 
343-9441 or code 183, extension 39441. 
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CS-7001-SPV 

SUPERVISION AND GROUP PERFORMANCE: AN 
INSTITUTE FOR TRAINERS 

Civil Service Commitrion 

A 1-week pragnun offered 9 times a yew at the Chrfl Senrke 
Service rniiiwiminn. 1900 E Street NW^ and at vaiioaa of die 
Qvil S ervice Re gio nal CHBecs. 



Description 

This institute is designed to equip sgenc^ instructors to presuit the 
Civil Service Commission course: Supervision end Group Perform- 
ance for agamy supervisors. The fundamental conc^ts suppmi^ing the 
course structmn will be examined in detail, followed by wocksh^ ex- 
perience with the more difficult portions of the course. Participants 
who successfully complete the institute by dem on strating their undw- 

standing of the sulqect matter and their ability to present the material 
^nllreceiveacopy of tile Instructor’s Guide to Supervisum and Group 
Performance. 



Who May ilfleiMl 

Atfaaidaiifia is conditional upon prior attendance at a regular presenta- 
ti<m of Supervision and Group Performance. A high level of sk ill 
in conference leadership is particularly important to successful 
performance. 



How To Moke NomimoUotu 

krrmn gffmmtsi to stiiedule potential instructors throu^ both the regu- 
lar course and the institne should be made as far in advance as pos- 
sible by contacting IMrector, Guieral Bfanagemnit Training Cmtur, 
U.S. Civil Service Commission, Washington, D.C. 20415, or by calling 
343-9441 or code 183, extension 39441. 



Other lufor m o ti on 

Ibe cost to the agency will be $200 per participant A minimum of 4 
participants will be required to schedule an institute. 



DI-7000-SPV 

SUPERVISION AND CROUP PERFORMANCE 
Bnreao of PriMMU, Deportmoit of Jmtiee 



DeieriptUm 

Supomsion «nd Group Performaiice w itoo offered by the Buj^ of 
PneoDs usiiig CivU Service (^Humiasioii tnmed instructore. Cou^ 
ue presented periodicaUy «t the UB. Penetentiery, I^^wiaburg, Po^ 

end the Federel Refonnetoty, Pftonfeuig, Vo. 

IFAo Mmy AtUmd 

Employees of other Federel sgenmes moy sttmd. Priority in re^on 
of other mgency nominees will be given to those agencies which hove o 

mission of interest to the Buieon of Prisons, ie., Mmr » 

Defense Hrelth, Education snd WiOfare Departmeid;; 

Office of Economic (^poitunity, etc. 

Haw To Maka Nom i ma i i on a 

Nonuharions an to be made on Optical Form 87. iMnoiniii^oiis 
UK Chief, Manpower Devdopment Section, Bureau of Prisons, Room 
400, 101 Bidiana Avenue NW., ZIP 20587 (Sfaqp805-B). 

OUwr tmfarmwHom 

No cost Further infownarion nmy be (ditained by calKng RE 7-^2^ 

Eztenm(m2275 (code 187). 



HE-7000-SPV 

SUPERVISION AND GROUP PERFORMANCE 
Social Security Adminiatration 

This coarse ronikti of tea oaeJialf-dey ssssinan, dwa ta oj^ 
of t irrrh irTrf~* Coarse ploaaed 10 tiascs a ycor Kf ia a iaf ia 

SepteaAcr hy the Sodd Seeariljr Adasialslfalloa ot 6401 Seeoitoy 

Boalevardf B a lliB a a e » IM. 21ttS» 



Deaeripdon 

This course, developed after two years of intenrive research by t^ 
Civil Service Oommission, is derigned to introduce the suyryisor to 
modem concepts of effective supervirion. The rndhod is prob^ly wet 
described as a series of problem-solving conferences, bringing mto 



play the various participative tech^iiquee of role playing, bun groups, 
demonstratiim, case discussiiMi and workshop. Topics include : The Job $ 
Placement and Prwnotimi ; Leadership; Why Groups Act as They Do; 
Analysis of a Work Situaticm; Equal Employm»t; Employee- 
Managranent Relations; Steps to Change; Orientation of the New 
Worker; Learning; Performance Appraisal; and Discipline. 

Who May Attend 

This course is primarily for Social Security Administraticm employees ; 
however, if space permits, qualified employees of other agencies will 
be accepted. The course is designed for firstline supervisors — ^those who 
are in direct charge of employees without an intermediate level of 
8upervisi<m. 

How To Make Nomination$ 

Nonunaticms should be made to the Social Security AdminisferatuHi, 
Office of Administration, Division of Employee Development, 6401 
Security Boulevard, Baltimore, Md. 21235. 

Ollier Information 

Cost per participant is $75. Agencies may obtain additional infonna- 
tion by calling area code 301, 944-5000, extension 5393, or on IDS 
code 130, extension 5393. 



CS-7002-SPV 

BASIC MANAGEMENT TECHNIQUES I 
Civil Service Commistion 

A 1-wedi program preiented at least enoe a quarter at the Ghril 
Senriee Cmmiiiadoii, 1900 E Slicet NW. 

Detcription 

This course will examine in considerable detail the management proc> 
esses of p lanning , scheduling, organizing, and controlling. Each 
topic will be presented by lecture, demonstration and brief reading 
followed by supervised workshop experience. The aim in every case 
is the development of a specific management skill. Topics to be 
covered include: The Responsibilities of Supervisors; the Planning 
Process; the Rationale of Organization; Basic Departmentation; As- 
signment of Work and Work Distribution; the Scheduling Process; 
Principles of Direction; the Order Giving Process; Simplified Critical 
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Path Method; Control Techniques; Graphic Planning Devises (in- 
cluding “Gantt” charts and Document Distribution charts); and 
Planning Personal Time. 

Who May Attend 

The program is designed for supervisors, GS-9 or equivalent through 
GS-14. This course is designed for supervisors and is not recom- 
mended for those in nonsupervisory staff positions. 

How To Make Nominattom 

Nominations are to be submitted by authorized agency representatives 
no later than 3 weeks before the beginning date of each program to: 
Director, General Management Training Center, U.S. Civil Service 
C ommissi on, Washington, D.C. 20415. 

Other Information 

The cost of the program will be prorated ammig the participating 
agencies. The cost to the agency will be $100 per participant Clu^ 
are limited to 20 participants. Further information may be obtained 
by calling 343-9441 or code 183, extension 39441. 



CS-7003-SPV 

BASIC MANAGEMENT TECHNIQUES H 
CivU Service CommiMion 

A l-wed( program preacnled at leaat once a quarter at Aa ChrO 
Service Conuniwkm, 1900 E Street NW. 

Dereription 

This course will examine in considerable detail the subjects of com- 
munication; personnel management; problem solving; decisionmaking 
and the responsibilities of Federal service. Each topic will be pre- 
sented by lecture, demonstration, and brief reading followed by super- 
vised workshop experience. The aim in every case is the development 
of a specific management skill. Topics covered include : The Function 
of Communication; Barriers to Effective Communication; What 
Should Be Communicated; How to Conduct a Conference; an Intro 
duction to Planning, Programming, Budgeting Systems; Evaluating 
Employee Performance; How to Use Formal Incentives; How to 
Undertake Formal Adverse Actions; Avoiding Pitfalls in Problem 
Solving; Inductive Problem Solving Techniques; Bational Decision 
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Making; and the Kesp<Misibilities of Federal Service in Terms of To- 
day’s Problems. 

Who May Attend 

The program is designed for supervisors, GS-9 or equivalent through 
GS-15. This course is designed for supemsors and is not recom- 
mended for those in nonsupervisory staff positions. 



How To Make Nominaiions 

Nominations are to be submitted by authorized agency representatives 
no later than 3 weeks before the beginning date of ®»ch pro^m to: 
Director, General Management Training Center, U.S. Civil Service 
Commission, Washington, D.C. 20415. 

(Mter Information 

The cost of the program will be prorated among the particip^ing 
agenmes. The cost to the agency will be $100 per participant. Qass^ 
are limited to 20 participants. Further information may be obtained 
by calling 343-9441 or code 183, extension 39441. 



CS-7005-SPV 

BASIC MANAGEMENT TECHNIQUES I: AN IN- 
STITUTE FOR TRAINERS 
Civil Service Commissioii 

A ZAkt program offered on an “a* needed” baeb at the OvU 
Sendee CJMnmlMlon, 1900 E Street NW. 



Description 

This institute is designed to equip agency trainers to pre^nt the Civil 
Service Commission course: Basic Management Techniques I. The 
course materials and supporting information will be examined in 
detail, followed by discussion and workshop experience with the more 
difficult portions of the course. Each instructor will be present^ with 
a copy of the Instructor’s Guide to Basic Management Techniques I. 

Who May Attend 

Attendance is conditioned upon prior attendance in a regular presenta- 
tion of Basic Management Techniques I. A back^wnd in mana^- 
ment analysis or associated management staff activities, seems to 
essentia-1 in order to present the course successfully. 
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How To Mako Nominaiiotu ] 

Arrangements to schedule potential instructors t hrough both the regu- 
lar course and the institute should be made as far in advance as possi- 
ble by contacting Director, Gteneral Management Training Center, or 
by calling 343-9441 or code 183, extension 39441. , 

Oiher Infortnailon 

The cost to the ag^cy will be $150 per participant. A minimim of 
five participants will be required to schedule an institute. Participa- 
tion will be limited to eight. 



Civil Service ConmiiMioii 

A 2-daj program offered on an “a* needed” basis st the CWI 
Serriee Commission, 1900 E Street NW. 

Description 

This Institute is designed to equip agency trainers to present the Civil 
Service Commission Course: Basic Management Techniques II. The 
course, materials, and supporting information will be examined in 
detail, followed by discussion and workshop experience with the more 
difficult portions of the course. Each participant will be presented 
with a copy of the Instructor’s Guide to Basic Management Techniques 

II. 

Who May Attend 

Attendance is conditonal upon prior attendance of a regular presenta- 
tion of Basic Management Techniques II. A background in personnel 
administration or related activity is desirable. 

How To Make Nominations 

Arrangements to schedule potential instructors through both the regu- 
lar course and the institute should be made as far in advance as possi- 
ble by contacting Director, General Management Training Center, or 
by calling 343-9441 or code 183, extension 394^1. 

Other Information 

The cost to the agency will be $150 per particip^t. A minimum of five 
participants will be requited' to schedule an institute. Participation 
wiU be limited to eight 
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CS-7008-SPV 

SUPERVISION . AND GROUP PERFORMANCE FOR 
THE ENGINEER AND SdENTIST 

OvO Service C^mmiMion 

A S«da 7 program |o b© hdd February 10—14, 1960, at the Clril 
Service Couunisai^m, 1900 E Street NW« 



Description 

This program is designed for the scientist or engineer who recently has 
made, or is preparing to make the transition from the toch into man- 
agement. An introduction to modem concepts of effective supervision, 
based on recent finding s of social science research is presented by pres- 
entations or readings and group participation followed by a thorough 
discussion of e^h topical area. Topics covered include : the job, place- 
ment and promotion, why people behave as they do, leaderdiip, why 
groups act as they do, analysis of a work situation, steps to major 
change, orientation of new workers, learning performance appraisal, 
and discipline. 

Who May Attend 

Participation is intended for practicing or those who are ^ut to 
become first-line supervisors. Preferably, nominees should be in direct 
charge of employees who do the work in their organization. 



How To Make Nominations 

Nominations should be submitted to the Director, General Management 
Training Center, U.S. Civil Service Commission, Washington, D.C. 
20415, by authorized agency officials. Confirmation of accepted nomi- 
nations will be made in advance of the program. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued at a later date. 



Other information 

Cost: $100 per participant Agencies may obtain further information 
by calling 343-6152 or code 183, extension 6152. 
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CS-7009-SPY 

LEADERSHIP SEMINAR FOR SUPERVISORY 
ATTCHINEYS 



Qvfl Senriee CommiMkm 

AS-day pragml* be cMidacledl at tlwC2Tfl Service CoanHiwiM. 
Plea idfl be a—a—eeJ knar. 



DeteriftUm 

The program wUl examine the special natoro of the job of supervisors 
of legal stailB. It wiU introdnoe snpervisoiy attoniqrs to modem con- 
cepts of effective snpmrvisioii, based on recent findings of social science 
resf^orch. The impact of organizational stractore on the productivity 
and creativity at legal personnd and the leadership patterns bert 
designed to release and accelerate creativity wUl be discussed. Partici- 
pants will have the <^portuidty to analyze the appficati<m of concepts 
of supervision to practical sitnations. 

Who May AUmd 

The program will be open to attorneys GS-12 and above p r es e ntly 
swing in the supervisory positions or who are heing trained ftnr such 
positions. 

How To Moko NomdmoHoms 

Antiuuized agency rq»reGentatives will submit nominations to the 
Director, General lianagenHnit Training Centor, U.S. Civil Service 
Commission, Washington, D.C. 20115. Dates for rectipt of nomina- 
tions and ccmfinnation of acceptance wiU be indnded in a program 
announcement to be issued at a later date. 

Ocher ImfonmOHom 

The cost of the program— $150 per person— wiU he prorated among 
participating agencka Additional information can be obtained from 
the Geiwral Managenient Training Center by calling 34A-0152 <sr code 
188, extensum 0152. 




AF-4I1-SPV 

hanagement course for supervisors 




immediato mpplkrtion of what “ ^ 

lo W«k WUh Pwpl^ 12 1«“5 Sdf-Snprofa- 

ipfaitj 4 hours. 

Who Mmy 

Tfci, «am» »!»•«.« primarO, lor 

i* «MMk mmiits. ftll-timB sapemaoTB from ofliw tgBiicim wno m « 
enrolled to attend km than the complete count. 

Bam To Make Nom i ma i i a tu 

N«ninati»» AoM b. aent to Chief, CVeer Derdc^nert 
AFESSCB, Stag CSvilim 

^ Saerataiy «f the Air Stag, Haadyiff«8, U^, 

T>r 908 M.«tottoCSTilianPBia«iniidOfcBr,U 00 toM« Wm^ 

F ^ P»». » C. 208JB. S«»i»aa«». 

Si^^iDaa’s naaia, pade, and title; » 

u- ^iu<i opliMlnle his attendanoe; a state m e nt that he is a loii time 

*,,p«vi8or; and a* tatal tiaee he has bad duties which indode super- 

infion ovsr othftfs. 



OOmr imfonmutiam 

Nocosttoaigeiicies. 
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HE-02-8PV 

FUNDAMENTALS OF SUPERVISION 

Social Secnrhy AJminiairlkwi 
B a himoi o , Blarjland 212SS 

A S>da 7 pra^BBi aScMd 6 liaMs a y«n» ftaiiaaiac hi SqptnAcr* 
hgr dM Sadal Seca ri ly AiadairtmliMi at 44tl 8a c ar l|y Saai^ 
ned, Bahteote, Mi. 212SS. 

De$eripiUm 

This oomae is desigiied to: expose the sopcrvisor to some appropriate 
written material and iIliistrati<His in the fhnctioiial areas of planning, 
oiganizing, directing, and controlling; explcms with them their con> 
cepts of their role in perfonning these fnnctimis; invidve the paitici* 
pants in practicing, obsenring, and critiquing the functions as per> 
formed in dass, drawing upon their odleotive eiq>erieooes and 
judgments; improve the practice of these functions by the partiri- 
pants; and better their <m-the-job perfcmnanoe and irusease their 
value to the organization. Topics indnde die planning, organizing, 
directing, and controlling functions of management; deciaion>making 
(emphasiring quantitative techniques and tods); communications 
(emphasizing current, bdiavimral scknoe researdi findings) ; delegar 
tion (emphasizing its rde in facilitating changes and promoting 
creativity and individnal growdi) . 

IFho May Attemd 

This coarse is {wimarily far Sorial Secnrity Administration mploy- 
ees; however, if space permits, qualified emplo y ees of other agencies 
will be accepted. The course is primarily dengned for line and staff 
supervises throng secondline. 

How To Make Nominaiiamt 

Nominatiwis dipuld be inade to Social Securily Administration, Office 
of Adminiatraticm, IMvirion of Employee Develqnncnt, 6401 Security 
Boulevard, Baltinuire, Md. 21235. 

OUur Infonmkkm 

Goat per partidpant is $75. Agencies may obtun farther infnmaticHi 
by calling area code 301, 944-^5000, extension 5393, or <m IDS code 130, 
extension 5393. 
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viuoi-arv 

SUPERVISORY PRINCIPLES 
VelenM Adadnifllratioii 




16-M, 

7-lL 19i9. V 

MW alii H SiMel NW«« Wi 



Det erifi t tm 

tub ooune is dcBigned to cover tiie vMrkniB ispects of prim^ ^ 
BBcoiicUnr Bapcrviaoty kodersUp. InatnictioiiBl media, to be vsm 
iiwJiida kctoies, films, case rtudiee, and modem p^cipaUw 
moiieB. Topics to be coveied are commimicatioiia* cmpkiyee moU vato^ 
on4he-iob supervision, cmpk^ morale, bndj^^ 

SBipsrvisory leadersUp, creating job interert, deabng 

cmplojees^ and devdo^ng cooperaticiL 



Wh» Umf Aumd 

First- and second-line s up erv i sors in the gmeral grade areas GS-11 
throoi^ 6S-1S or equivalent. 



Bmm T 0 Mdke i ¥ — li w U a ne 

For information regarding 

or write EmpkveeRdations and Training Division ((^),Ce^ 

Office Personnel Service, V^eterans Adniinisijration, 810 V^ermont Ave- 
nue HW^ Wadungton, D.C. 20420 (Stop 78). 



Other In /e nwe Nen 

This ooBTse is prirnsrUy for Ystsrans Adminirtrstian ^phqms; 
howevsr, nominees from other sgencies wiH be soocfited ss spsce 

pmnits. 



IN-Ol-SPV 

MANAGEMENT FOR SUPERVISORS 

Bofcmi of Commereial Fisheries 
Deparlmait of Interior 

A 5*Aqr ftogr a t to be bdd Fcbfaarr 16 M s wh 1, 1968 ami 
Mafch 15-89, 1968 at 1801 N. Msaee Sued, Ailii«nim Va. 

DeaeripiioH 

This manag amant tr s-ining oomss is rooted in the behsviorsl sciences 
and is deagned to: (a) increase the saperruor’s sdf-awareness; (b) 
give the sapervisor greater insight into individual and group be* 
havior; (c) help him become more effective in interpersonal relation* 
slups; (d) become a more effective motivator; and (e) e x a mi ne 
leadMfdiip styles. The insteuction consists of lecture^ case studies, group 
discusnon, role playing, and wwk projects. 

IFAo May Attend 

First* and 8econd*line supervisors and anyone who is about to become 
a supervisor. 

How To Madte NombwtUmB 

Write to: Ghie^ FSmployee Develojnnuit, Bureau of CmnnMrcial 
Fishnies, Department of Interior, Washington, D.C. 20240. 

Other lufermettom 

There will be no charge for participating. Further information may 
beobtainedby calling 348-8719 or code 183, extenin<Hi 33719. 



Financial ManaKement 



CS-8302-nN 

FINANCE IN A^INCY MANAGEMENT 
Carfl Senrice CommiMkm 

IW S4b 7 pragnMs, mhfMtd for OMobcr 7-11, 196t, and 
Mmf 11-16, 1969, oriD be hdd ha WuMmg tm, DX. Ueolfed 
p—gmo iffll be ■ chod o tod ot — jor rwtrr o of Fed— I wp l oy - 
— tfaidwUA 

Deaeripiiom 

Th e prognun focufles on the role of finance aa^ the financial aystcoui 
in tneneging on agen<^*8 opwations and on the integration of the 
finenflie.1 qpecialtaes necessary to carry out this role effectively. A suffi- 
cient numbw of fflmultaneons sesraons are held to pmnit participants 
to work in discnsrion groups of approximately 25 persons. The pro- 
gram enmididii of 3 days of general topics and a 2-day specialized 
eiyniint selected by the participant firom among 4 optfions: bndgetiiig, 
accounting, auditing, and unq)ecialized. 

IFAo May Attamd 

Sesnons in Watiiing[ton, D.C., are limited to Federal wnployees, GS-7 
through GS-12 (or equivalent), who have responsibilities in one or 
more of the financial specialties. Sestions in other cities are limited to 
similar employees, GS-5 through 11. 

Haw To Make NondnatiaoM 

Nmnination-Begistration for Training (Optional Form 37) should be 
submitted by authorized agency officisds to the Director, Financial 
Management A PPBS Training Center, U.S. Civil Service Commis- 
sion, Washington, D.C. 20415 (for programs in Washington). For 
programs outside Was hing ton, contact the nearest R^ional Institute 
listed below: the Finandal Management A PPBS Listitute at the 
Ccmimistion’s Regional Training Center'in Philadelphia, Atlanta, St. 
TAnia^ or San Francisco. More detailed information will be given in 
a program announcement to be issued at a later date. 
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Other information 

Cost : $100 per participant at programs in Washington, D.C. Cost for 
programs in other cities will be announced at a later date. Further 
information may be obtained by telephoning : 





itrascfS* 


Titpkmu No. 


ID8c$U 


Washington, D.C. 


202 


343-6136 


183-6136 


Atlanta, Ga. 


404 


526-4477 




Philadelphia, Pa. 


215 


507-4543 




St. J^uis, Mo. 


314 


622-4274 




San Frandsoo, Calif. 


415 


556-5738 





CS-8S15-F1N 

FINANCIAL MANAGEMENT FOR PROGRAM ADMIN- 
ISTRATORS 

Chril Sendee Commisaion 

To be tdiedakd* 4-dajr pragnoM will be hdd at the Chril Service 
GonudMon, 1900 E Street NW., mmi «t Major eenten of Federal 
wipleye III in the UA 



Description 

The program consists of class sessions, readings^ and a qiecial project. 
ChusB twamnng provide an understanding of banc economic and finanml 
cmicepts and an int^rated view of finance and m a n age me nt in a gov- 
ernmental ^viromnent. Topics cover the financial aspects of decisi<His 
on oidpnts and production capacity, opnati<ms control, and per- 
formance evaluations. Reading materials contain comprehensive, de- 
tailed information about specific management tediniques for study 
after class sessions end. Approximately 500 pages of reading are as- 
dgned before class sesra<»is begin. ESach partidpant also is asked to 
analyze his operation and submit a short, written r^>ort at the first 
session. 

IFAo May Attend 

Sessions in Washingttm, D.C. are limited to Federal managurs, OS-12 
through GS-14 or equivalent. Seedmis in other cities are limited to 
Federal managers, GS-9 and above, or equivalent. (An identical pro- 
gram, **Financial ManagemMit for Operating Executives,** is held in 
Waddngtmi, D.C. for Federal executives, GO-15 smd above or equiva- 
lent.) Persons with primary responsibility in financial matters (budg- 
eting, accounting, auditing) should not be nominated. 



♦* 
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How To Make Nominaiion$ 

N<Hnination>Registration for Traming (Optional Form 37) ^onld 
be submitted by authorized agency officials to the Director, Financial 
Management & PPBS Training Center, U.S. Civil Service Commis* 
sion, Washington, D.C. 20415 (for programs in Washington). For 
programs outmde Waidiingtmi, contact the nearest of the following 
Begional Institutes: the Financial Management & PPBS Institute at 
the C(Hnmissi(»i’s Regional Training Center in Philadelphia, Atlanta, 
St. Louis, or Sui Francisco. More detailed information will be given 
in a program announconent to be issued at a later date. 

Other infarmuMim 

Cost: $145 per participant at programs in Washington, D.C. Cost for 
programs in other cities will be announced at a later date^ Further 
inf ormaticm may be obtained by telephoning : 



c*f 


Armettt 


IDS FT8 


Washington, D.C. 


202 


343-0136 183-6136 202- 


Atlanta, Ga. 


404 


526-1477 


Philadelphia, Pa. 


215 


597-4543 


St. Louis, Mo. 


314 


622-4274 


San VnaukeOt Calif. 


415- 


556-5738 



GS-8301-FIN 

MANAGEMENT OF GOVERNMENT FINANCES 



Chrfl Service CommiMion 

To bo ■ c hcd ulod* S-day pragnuH* hdd at the Civil Service Com* 
-■***«^. 1900 E Street NW. 



Description 

The program covers problem^ new develoisnents and trends in fi* 
nancial management and related fields, the interrelationehips of the 
financial Specialties, and the nature, purposes and qrstems of financial 
management in the Federal Government. The proi^nun consists of 
preparatory readings and classromn discussimis. 

IFAo May Attend 

Participation in this program will be open to persons, GS-13 through 
GS-15 or equivalent, who are assigned to positions in the financial 
management field, or to positions involving work activities where sub- 
stantial benefit could be anticipated from a program of this nature. 
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How To Make NominaUom 

Namination-Begistratioa for Training (Optional Form 37) tiiould be 
submitted by authorized agen<^ officials to the Director, ^ancml 
Management & PPBS Training Center, U.S. avil Service Com^ 
si<», Washington, D.C. 20416. Confirmation of accepted nominations 
will be made in advance of the program. More detailed information 
will bo given in the program announcement to be issued at a later date. 

Other Information 

Cost: $160 per participants Further information may bo obtained by 
fi>laphnning ana codo 202, 843-6186 or code 188,ertension 6186. 



CS-8310-F1N 

INFORMATION SYSTEMS FOR FPB 
Civil Service Commission 

A th? 9 ?*d !!7 cooave prcwated ooc« each qnaiter at die CMl 
ScTT icc CmniiiiMian, 1900 E Street NW. 

De$erlption 

The course begins with a brief overview of PPB and a discussion 
of infoimatitm technology and its general implications to m na^- 
mmit. It focuses specifically upon the special problmns associated with 
the Planning, Programming, Budgeting infoimation matrix and the 
change control required to maintain this matrix. The auttunated data 
bank is examined from the point of view of the user and the bunders 
The problmns associated with the data bank and methods for mini- 
mizing these problems are presented. The formal portion of the course 
ends with agen<^ preswitations that focus on experience and prob- 
lems to date in establishing PPB information and reporting eystems. 
The instructional portion of the course will be presented by consultants 
and Government offitials currently engaged in establishing informa- 
tion ^ems to support agency PPB systems. 

Who May Attend 

Nominations will be limited to approximately 20 individuals. Nomi- 
nees should be limited to those individuals concerned with agmcy pro- 
gram planning and budgeting qrstems. Participation will normally 
be limited to GS^-i3 and above. I^ower graded individuals may be 
nominated where there is a particular need. 
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How To Make NominaiUnu 

Nominstion-ItogistoitiiHi for Training (Optional Form 87) should b# 
submitted by authorized agency officials to the Director, Finanmal 
& PPBS Training Center, U.S. Civil Service Commis- 
sion, WadiingUm, D.C. 20415. Confirmation of accepted nominations 
will be made in advance of the program. More detailed information 
will be given in the program announcement to be issued at a later date. 

Other tnfomuMon 

Cost: The cost of this program will bo prorated among the participat- 
ing agendea The cost to the agency will bo $125 per person, .^ncies 
will be billed for all accepted nominees unless formal cancellations are 
received. Further information may be obtained by telephoning area 
code 202, 343-6136 or code 183-6136. 



CS-^17-FIN 

DiTRODUCnON TO PPB 

CivU Service CommiMion 

A Mrkt of one-week residential coones 
■Hf ofllarjrlaiid. 



condneted at ihe Uiiivw* 



Deteripdon 

These courses will provide the partidpant with an overall understand- 
ing of the concepts, the economic foundation, the structure, and the 
analytic techniques of Planning-Programming-Budgeting. Each 
course will cemsist of an introdudiion lo basic PPB concepts, followed 
by concentrated work in one of the following areas: general manage- 
ment, natural resource programs, human resource programs, research 
programs, and international programs. 

Who May Attend 

These programs are spedfically intended for Federal managers, 
GS-12 and above, although staff and other support personnel will also 
find them of value. Ordinarily, attendance would be in a program 
(e.g. natural resources, etc.) which reft^ts the nommee’s area of 
responsibility. 

How To Make Nomination$ 

Nominations ahnnld be made in response to announcements of specific 
units in the series. Nomination-Begistration for Training (Optimial 




er|c 
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Form 37) rfiould be submitted by authorized agency officials to the 
Director, Financial Management & PPBS Training Center, U.S. 
Civil Service Commission, Washington, D.C. 20416. Confirmation of 
accepted nominations will be made in advance of the program. More 
detailed information will be given in the program announcement to be 
issued at a later date. 

Other tnformaiion 

Cost: $160 per participant, excluding living accommodations, dr- 
iller information may be obtained by telephoning area code 202, o43- 
6136 or code 183-6136. 



CS-8303-FIN 

A PLANNING, PROGRAMMINC, BUDGETING 
SEMINAR 

Civfl Service Commiaaioii 

A 2*week naidence program conducted repeatedly aa needed. 
Deicription 

The course is designed to achieve three essential objectives: It will 
provide the student with a grasp of the underlying economic base of 
program budgeting. It will provide a working knowledge of the 
structure and functioning of the planning, programing, and budgeting 
system as set forth in the Bureau of the Budget’s Bulletin 68—2 with 
particular emphaas on the process of analysis. It will introduce the 
student to sophisticated quantitative approaches to mana^ment plan- 
ning and control, and improve his ability to communicate intelligently 
with expert quantitative analysts. 

Who May Attend 

This seminar is intended for: (1) Those directly involved in the 
PPBS operations such as programers and budget pwple, and (2) 
those line managers at upper and middle levels who will using the 
system as an aid to decisionmaking. The course is specifically not 
intended to prepare individuals to perform economic or quantitative 
analysis. (No economics or mathematics background is required for 
successful participation.) 

How To Make Nondnaiioni 

Nominations should be submitted in priority to: Director, Financial 
and PPBS Training, Office of Career Development, U.S. 
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Civil Service Oommiseion) Washington, D.C. 20415. Nomination- 
Begistration for Training, Optional Form 37, should be sulmiitted for 
each nominee. Accepted nominees will receive reporting instructions. 
The Civil Service Commission will make necessary arrangements for 
accommodations. 

Other tnfomuMon 

$800 for tuition, books and supplies plus per diem. Di|e to the ex- 
traordinary need for PPBS training space, oanodlations cannot be 
accepted. Agencies will be expected to utilize all training space as- 
signments. Substitutions of qualified candidates may be made at any 
time before the course begins. 



CS- 8 S 16 -^ 

SEMINAR ON ADP IN FINANCIAL MANAGEMENT 
Civil Service CommiMion 

A pfognuB to be held November 6-Sy 1968 and M a r c h 
S6-88, 1969, at the CMl Service Gosmiisdoii, 1900 E Street NW. 

De§eHpdon 

This seminar is designed to e^lore the various ^ 3 rstems approadies 
involved in implementing the decisimi to automate financial functions. 
F-mphaaia will be given to a study of the logical sequence of steps 
involved in automating: developing the ^sterns design, installing 
the system, ocmtrolling and evaluating the system, and other pertinent 
<Kmsiderati<ms. This program will build upon the material presented 
in the 2-day Management Introduction to ADP, and will focus on 
the discussion of actual case histories specifically relating to financial 
management. 

Who May Attend 

Accountants, budget officers, and others in the financial management 
field, GS-11 and above are eligible for nominatiim. Prior attendance 
at a Management Introduction to ADP or equivalent knowledge is 
recommended in order to realize the full potential of the seminar. 

How To Make Nominattom 

Nominations should be submitted by authorized agency representa- 
tives to the Director, The ADP Management Training Center, U.S. 
Civil Service Commisaon, Wa^ington, D.C. 20415, by October 9, 
1968 and February 20, 1969, respectively. 
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OAer Imfonmttkm 

The ooet of the pipgnm— $120 per petaon— will be diend bj the 
participating agencies. Announcements with more detailed informa- 
ti<m will be sent to all agencies. Agendes may obtain further infoimar 
tion from The ADP Management Training Center, 343-6147 or code 
183, extmsion 6147. 



CA-8629-MID 

PRINCIPLES AND PRACTICES OF AUDITING IN 
THE ADP SYSTEMS ENVIRONMENT 

Cfrfl Serrke Commiadon 

AS-wMkcMBWtohehcU Aww 12-M, 1968t 

1968; Oetabcr 7-25, 1968; Novcaber 4-22, 1968; DcecaAcr 

2- 20, 1968; Johmit 6-24, 1969; Fckrawy 3-20, 1969; Much 

3- 21, 1969; Mnck 31-Aprfl 18, 1969; Apr! 28-Xiir 16, 1969; 
and Jne 2-20, 1969. IWweMiMs win WheU at Ike QraScrr. 
to C M iMiaa, 1980 E Steed NW^ WaAlaglaw. DjC, wAm 

De$eripikm 

This course, dcngned at the request of and in ooordinatioa with the 
Federal auditing cmnmunity, is intended to meet the basic ADP 
training needs of govemment auditors. The sfiedfic objectives of the 
course are: (a) To provide understanding of the impact ot ADP on 
auditing; (b) to overcome— through knowledge— the apprdiension of 
auditors al^ut ADP systems and equipment; (c) to enable auditors 
to cmnmunicate meaningfully and confidently with ADP qwdalists; 
and (d) to funiliarise auditors with intamal controls, audit traila, 
tools, techniques, and methods which are generally applicable to the 
audit of ADP systems. Comae content will include sessions <m ADP 
systems design, equifunent and programing; internal ccrntrols and 
audit trails; computer-assisted audit techniques; and the devd<q>- 
ment of a realistic case-study application. The instructor team wW 
consist of professional govemniNit auditors and ADP specialists 
assigned to this effort on a full-time basis by their parent agencies. 

IFJbo Mmy Aumd 

Federal auditors, GS-8 and above (or military equivalent), with 
at least one year of Federal auditing experience are elig^Ue for 
nomination. 
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Ham Ta Make HominaHm§ 

Nominations should be submitted by authorized ^ncy representa- 
tives to the Director, The ADP Managemoit Training Center, U.S. 

Civil Service Commission, Washington, D.C. 20415, in accordance j 

with the n<Mnination procedure specified in the course announcement. 

I 

f 

Othar ImfanmaHom 

The cost of the program— $160 per person— will be shared by the 1 

participating agencies. Agencies may obtain more information from . 

The ADP Management Training Center, 343-6147 or code 183, exten- » 

sion6147. 



1 

I 

GS-7S07-EXM 

financial MANAGEMENT FOR OPERATING 

EXECUTIVES 

GMl Sendee C s i— i ii ie n 

T# W mMbM. EmA 4 i my p ie y ^ at the GMl 
Sfrafae GmiMm. 19M E SM NW. 

Dm erifik m 

The program consists of class sessions, readings, and a special project. 

Class sessions provide an understandi^ of basic economics and finan- 
cial concepts and an integrated view of finance and management in a 
g ftif rnnumtal cnvironnmit. Topics cover the financial aspects of de- 
cisi<ms <m outputs and production capacity, operations control, wd 
perfnnnance evaluations. Reading materials contain cMnprehensive, 
detoiled information about specific management techniques for study 
after sessiwis end. Approximately' 500 pages of reading are as- 
signed before class sessions begin. Each participant also is asked to 
analyze his operation and submit a short, written report at the first 
sestion. 

Who May Auemd 

Federal managers, GS-15 and above or equivalent. (An identical pro- 
gram, “Financial ILinagnnent for Program Administrators,” is held 
for Federal managers below GS-15). Nominees should have major 
general management responsibilities. Executives with primal^ re- 
sponsibility in financial matters (budgeting, accounting, auditing) 
should not be nominated. 
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Ham To Make NominaiUma 

NominEtion-K^^stration for Training (Optional Form 37) should 
be submitted by authorized agency officials to the Director, Financial 
Mftimgftinmt. A PPBS Training C^ter, UJS. Civil Service Commis- 
sion, Washington, D.C. 20415. More detailed information will be given 
in a program announcement to be issued at a later date. 

Other tuformatkm 

Cost: $145 per partioipuit. Further information may be obtained by 
telephoning area code 202, 343-6136 IDS code 183-6136. 



♦ 
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ManscHiniit Analysis 



CS-753(MMAN 

AN INTRODUCnm TO SOENTinC COST 
ANALYSIS 

Qvfl Senriee CommiMion 
A S-dtj frogr am Mhedalcd 5 l i i f» a year. 



DeaeriptUm 

This ooorse introduces the purticipent to the p r oces s of analyzing 
the complete cost implications of a variety of program alternatives. 
The participant will learn to apply techniques for analysis and esti- 
mation for both current and proposed programs. Sul^ects covered 
will include: dements of program costs, sources of cost data, use of 
statistical estimalion, and the use of cost Actors and cost mod^ The 
emphasb of the course is practical rather than theoretical, with the 
maximum attention bdng given to workdiops and ezerciaes dedgned 
to equip the participant to perform actual cost analyns. 

Who May Auemd 

Participation is open to Federal staff analjrsts and managers who 
require a woildng knowledge of cost analysis. 

How To Moke NommoHoma 

Nominatimi-Begistration fen* Training (Optional Form 37) should 
be submitted by authorized agency officials to the Director, Financial 
Muiagement & PPBS Training Center, U.S. Civil Service Commisdon, 
Wadiington, D.C. 20415. Confirmatimi of accepted nominatiems will 
be made in advance of the program. More detailed information will 
be given in the program announcemmit to be issued at a later date. 

Other tmfonmatiom 

Cost: $145 per participant. Further information may be obtained by 
tdephoning area code 202, 343-6136 or code 183-6136. 



CS-4I312-MAN 

COST/BENEFTr WORKSHOP 
CMl Service Co mmi— io n 

A piogn eomimamd eiiM amtMlljr at the CWl 
CoiMBiiiMioiif 1900 E Street NW« 



Deteripdon 

The oomse is dtdgmd to o«ord sobstantial pertidf^iom^ 
in conducting a cost-benefit analysis. A single-th^ divi^ 

into five OBociaes provides the opportonity to do m 
from the devdopment of the scenario throngh p^lem ^itio^^ 
jecthre fonnnlation and criteria, to cost and benefit cd^ions. 
Lrtidpant wiB receive a handbook of cost-benefit metitoddw. ^ 
mobh^ and sdectod visnal aid materiaL Some al^ra wiU to use^ 
tovraver it will not to easmtial to sncceasfol participstion. Graphic 

_ m. a n - % ww. I A 



rjko May Attend 

Participation will normally be limited to grades GS-11 and 

thon^ otiiets with specific need end 

on an individnal basis. Attendance will to linuted to 80 

participants. 

Haw To Make NaminaiUma 

Koniination-Betpstration for Truning (Optional Fom SI) ahodd 
to snbmitted by anthorised agency oBciaU to the Financial 

A PPBS Training Center, U.S. Civil Semce Con^ 
don, Washingtem, D.C. 20416. Confirmation of acto^ 
will to made in advance of the program. More ^ed ^rmdiOT 
will to given in the program announcanent to to lasned at a later 

date. 



Other InformatUm 

Cost: $165 per participant, further infonnation may be obtained by 
tdepboning area code 202, 345-6136 or code 186-6136. 



CS-7528-MAN 

ANALYTIC TECHNIQUES FOR PUBUC MANAGERS 
QtA Senriee Commisiion 

A scries of progrsms srhcdolr to be u nooaced. 

DeuHpUon 

Each 3-day program will ocmonitrate on a single analytic technique 
associated with the special studies or program planning requirements 
of PPBS. In each case the participants will be expected to develop 
and learn to utilize the specific analytic ddll being taught. Techniques 
will include linear programming; dynamic programming; multiple 
correhktion and r^;reeBi<Mi analyses; Bayesian analyses; and gaming. 
Additi<mal t<q>ics will be added as required by the developing ddlls 
of the analytic ccunmunity. 

Who May AUemd 

Participation is open to Federal staff specialists engaged in the range 
of analytic endeavor where the skills taught are applicable. In addi- 
tion, managers may wish to sharpen a specific analytic ddll in respmise 
to demands of thdr own environment. In most instances a pre-test 
will be required as a screening device to assure that participants possess 
the minimmn requirements f<v successful participati<m in the course. 
Since the mitiimnm reqniremeats will vary from snlqect to subject, 
they will be specified in each course announcement. 

Haw To Make NomiiuMoiu 

Xmninatim-Rcgistration for Training (Optional Form 37) should 
be submitted by authorized agenqr (dficiate to the Director, Financial 
Management & PPBS Training Center, U.S. Civil Service Cmnmis- 
sion, Washington, D.C. 20415. Ccmfirmation of accepted ncmiinatimis 
will be made in advance of the program. More detailed information 
will be given in the program umouncement to be issued at a later date. 

Other tnformaUom 

Cost: $145 per participant. Further information may be obtained by 
tel^honing area code 202, 343-6136, or code 183-6136. 



CS-7527-MAN 

QUARTERLY CONFERENCE FOR PPR SYSTEMS 
ANALYSTS 

Qvfl Service Commiaeion 

A l«dcy program preiented coiueenlivdy for two groupa of 
45 at the Civil Se r v i ce CommiMioii, 1900 E Street 

NW. 



De§ci4ptUm 

The progntm cxMisiste of a morning session in which an outstanding 
expert in the analytic areas associated with PPBS will present a 
summary of a recent piece of research, a new method, innovation, 
etc. The afternoon will consist of small group discussi^ of the morn- 
ing’s piesentatimis plus individual agenda items previously presented 
for discusdmi by the participants. The course will permit working 
analysts an opportunity to discuss technical advances with thou^t 
leaders in their profession. In addition, thqr will have the opportunity 
to exchange information within the analytic community. 



Who May Attend 

Participation will be limited to working analysts. Space will be as- 
mptmA a yearly basis and umninees will require the endorsnnent 
of the agen<y official respondble for PPBS analysis. 



Ham To Make Nomtnailont 

NcMninatimi-RegistratiiHi for Training (Optional Form 37) diould 
be submitted by authorized agency officials to the Director, Financial 
& PPBS Training Center, U.S. Civil Service Com^ 
don, Washingtem, D.C. 20415. CcHifirmatioii of acx:^>ted nominations 
will be tnailA in advance of the program. More detailed information 
will be given in the program announcement to be issued at alater date. 



Other InfowmaMon 

Cost : $160 per participant, whicdi includes paiticipaticm in four one- 
day programs. Further information may be obtained by telephoning 
area cxide 202, 343-6136 or code 183-6136. 



CS-7526-MAN 

MODELS IN MANAGEMENT DECISION MAKING 
Civil Service CommiMion 

A 6(Mionr semiiiar conaisliiic of ten 6Jioiir MMions hcM onee 
a wedc at the Civil Service Gonuniaaion. 

DeMcHpdon 

This course is designed to provide participants with an understand- 
ing and working knowledge of models, including their construction 
and use as a management tool. The sessions w’ill develop an ability to 
comprehend the structural relationships between quantitative ele- 
ments in problems undergoing systematic analysis. The manager will 
leam through actual experience how to determine, describe and eval- 
uate the relationship between numerous interacting variables bearing 
on questions of choice and alternative action. He may then proceed to 
solve the model himself or submit it to an analyst with confidence that 
solutions produced will be in accord with management criteria. The 
canphasis in the course is on the use of the model as a means of in- 
creasing the precision of cmnmunication. 

Who May Auend 

Participation is open to Federal staff specialists and managers who 
need a thorough introductiem to the use of models, who work closely 
with those using models for analysis, and for those working in an 
area where precision of communication is essential. This course is 
specifically not intended fm* economists or systems analysts who al- 
ready have a working knowledge of model building. 

How To Make NominatUnu 

Nomination-Begistration for Training (Optional Form 37) should 
be submitted by authorized agency officials to the Director, Financial 
Management & PPBS Training Center, U.S. Civil Service Commis- 
sion, Washington, D.C. 20415. Confirmation of accepted nominations 
will be made in advance of the program. More detailed information 
will be given in the program announcement to be issued at a later 
date. 

Other information 

Cost: $260 per participant. Further information may be obtained by 
telephoning area code 202, 343-6136 or code 183-6136. 
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C&-7521-MAN 
MANAGERIAL ECONOMICS 
Civil Service CommiMion 

A I'week program conducted <piarteilv at the Gvil Service Com- 
miMion, 1900 E Street and at major urban eentem 

throoibettt die United States. 

De»cription 

This course is designed to equip the Federal manager to incorporate 
the postulates of economic reasoning into his decision process^ Topics 
to be covered in the course include a description of how a price systwn 
funct’ ■>ns, determination of demand, the analysis of different types of 
cost and their relevance for management decisions. The cimcept of 
economic efficiency will be explored in detail and related to pricing 
and production policies of the individual producer. The cour» will 
ftlsn cover management decisiem tools such as systems analysis and 
capital budgeting. 

Who May Attend 

Participation will be limited to Federal executives who currently are 
serving at grade levels GS-14 and above (or equivalent) , in the W^* 
D.C. sessions, and at grade GS-13 and above in the sessions 
outside Washington. Nominees should have responsibility, in a line 
or staff capacity, for major programs of their agencies. The com-se is 
specifically not intended for economists or managers with substantial 
recent academic background in microeconomic theory. 

How To Make Nominatiom 

Nomination-Registration for Training (Optional Form 37) should 
be submitted by authorized agen<gr officials to the Director, Financial 
Management & PPBS Training Center, U.S. Civil Service Commis- 
fflon, Washington, D.C. 20415 (for programs in Washington). For 
programs outside Washington, contact the nearest of the following 
Regional Institutes: the Financial Manag^ent & PPBS Institute 
at the C ommiss ion's Regional Training CentOT in Philadelphia, At- 
lanta, St. Louis, or San Francisco. More detailed information will be 
given in a prt^ram announcement to be issued at a later date. 
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Other tnfomwHon 

Cost: $165 per participant for programs in Washington, D.C. Cost 
for programs in other cities will be announced at a later date. Fur- 
ther information may be obtained by telephoning : 



Washington, D.C 

Atlanta, Ga 

P.'iiladelphia, Pa__. 

S>. Louis, Mo 

San Francisco, Calif 



Armeeit Tdepkone No. IDS 

202 343-6136 183 

404 526-4477 

215 517-4543 

314 622-4272 

415 556-5738 



CS-7531-MAN 

PROGRAM MANAGEMENT SERIES 
Qvil Service Commisaion 

A series of 1-wedi courses to be introdneed, starting in calendar 
year 1969. 



Description 

These courses are designed to equip the participant to manage a total 
program as defined under agency Planning, Programming, and Budg- 
eting Systems. The series will cover in depth each aspect of admini- 
strative activity particularly associated with the requirements of 
management programs under PPB. Included in the series will be: 
program planning; resource management ; and advanced cost analysis. 
Additional units in the series will be added as experience in PPB is 
accumulated. 

Who May Attend 

Program managers, and staff analysts charged with responsibility for 
advising program managers. Managers will ordinarily be GS-14 and 
above, and staff analysts GS-13 and above. 

How To Make Nominations 

Nominations should be made in response to announcements of specific 
units in the series. Nomination-Registration for Training (Optional 
Form 37) should be submitted by authorized agency officials to the 
Director, Financial Management & PPBS Training Center, U.S. Civil 
Service Commission, Washington, D.C. 20415. Confirmation of ac- 
cepted nominations will be made in advance of the program. More 
detailed information will be given in the program announcement to be 
issued at a later date. 
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Other information 

Coste will be shared by the participating agencies and will be specifi^ 
in unit announcements. Further information may be obtamed by 
telephoning area code 202, 343-^136 or code 183-6136. 



CS-7532-MAN 

CURRENT ECONOMIC ISSUES 
CivO Service CommiMion 
A 1-wedc profram tehednled qnartcflr* 



Detcrii^ion 

The course will be presented in seminar format to permit the maxi- 
mum interchange between the participants and the faculty composed 
of outstanding economic theorists and practitioners from both govern- 
ment and universities. The specific subject matter will chan^ from 
program to program to permit focus on questions of current interrat 
to practicing economists. (Specific subject matter and readings will 
be announced for each seminar.) Early programs will include the 
following topics: progress in the measurement of personal utility; 
progress in predicting economic activity; government relations with 
the academic community; input-output analysis applied to public 
goods; and the of econometric models in the administration of 
public programs. Additional topics will be added in response to iiew 
developments and to the expressed interest of the professional 
community. 

Who May Attend 

Participation is restricted to practicing economists, GS-12 and above. 
Hme To Make NominaUon$ 

Nomination-Registration for Training (Optional Form 37) should be 
submitted by authorized agency officials to the Director, Financial 
Management & PPBS Training Center, U.S. Civil Service Cwnmis- 
sion, Washington, D.C. 20415. Confimation of accep^ nominations 
will be made in advance of the program. More detailed informati<m 
will be given in the program announcement to be issued at a later date. 

Other information 

Cost: $160 per participant. Further information may be obtained by 
telephoning area code 202, 343-6136 or code 188*6136. 



HE-01-MAN 
BASIC ANALYSIS 

Social Security Administration 
Baltimorcy Maryland 21235 

A 5^7, full-time course offered eech mmith, October throu|^ 
Blay, by the Social Security Admintetratiwi, 6401 Security 
Boulerardy Baltimore^ Md« 21235. 



De$criptU>n 

This course is designed to provide an approach to anal 3 ^ical thinking 
which will benefit an employee regar^ess of his iiltimate area of 
specialization. It is not concerned with specific tools of management 
or ^sterns analysis but is, in effect, a prerequisite to the effective utili- 
zation of the tools of analysis. It is intended to be a concise course in 
logic and in the scientific approach to problem-solving and decision- 
making. Wherever possible, it should precede a course in Management 
Analysis. The subject matter to be covered includes: (a) the elemen- 
tary principles of valid reasoning, with emphasis on developing slrill 
in the use of these principles; (b) an introduction to ^mbolic logic; 
(c) the nature of a formal system of logic; (d) a general analysis of 
selected methods of investigation and reasoning; (e' an examination 
of procedures and requirements of definition, classification, sorting; 
and (f) causal determination. 

IFAo May Attend 

Generally, individuals may be accepted who are beginning ^sterns and 
management analysts or who are engaged in related work, GS-9 thru 
GS-12. Under special circumstances, individuals in other positions 
and grades may be accepted. 

Hou> To Make Nominaiiont 

Nominations should be made to the Social Security Administration, 
Office of Administration, Division of Employee Development, area 
code 301, 944-5000, extension 5393, or on IDS code 130, extension 5393. 



Other information 

Cost per participant $50. A limited number of openings will be avail- 
able to other agencies. 
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HE-02-MAN 

MANAGEMENT ANALYSIS 



Social Security Adminiatmtion 



A 12-dar conne condaclcd hy the Socid Seearily 

twice m jtar at 6401 Security Boulevanl, Baltimore, Md. 21235. 

The coBFte is nofmslly offered snim sl ly io the fell end the 



Deserii^ioH 

This coarse is deagned to provide general knowledge and underatond- 
ing of: (a) The major management processes; (b) the pnnciplM of 
management and management analysis; jmd (c) the tools, techniques 
^tnd skillR required in managranent analysis. 

Who May Attend 

Beginning management and qrstems analysts, GS-0 throng GS-1^ 

andother staff personiid in«-<dved in the solution of nianagementpro^ 

leins may be ntMnineted. Prefereiice will be given to these, althood^ 

some exertions fwr other grade levels may be made. 

Horn To Make Nominaiiom» 

Nominations should be made to the Social Security Administration, , 

Office of Administratitm, Division of Employee Developm^t, area 

code 301, 944-5000, extenaon 5303, or on IDS code 130, eztenaon 5303. ? 

I 

Other tnfomudlon 

Cost per partidpont $50. A limited number of openings will be avail- 
able to other agencies. ^ 

i 

GS-54.13-MAN 

technical assistance workshops 

MODERNIZING MANAGEMENT REPORTS (5A) 

General Services Ad mi n is tralioii 

A coavrchcMive prvigram prcaoilcd ia five halMay ■eniaMi 
■ ched wi rd to meet aseacy demead. 

De$eripiion 

The workshop deals with the continuing need for better managemrat j 

information and reporting and focuses on management information 
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reqniremeiits. It denumstrates and devd(^ ways to get the in- 
formation, at the right tnne, with the clearest possible communicati<Mi. 
It stresses how to stop unneeded reporting to achieve the lowest pos- 
sible cost. Case hist<Nie8 show application of the woriohop tedmiqnes. 
Participants, working in groups, tackle real problems of their own 
agencies. 

Who May AUemd 

Bigistratkm in groups of four from a single agent^ provides the most 
effective group pattern to insure practical applications. 

How To Make NommaUom 

Nominations should be submitted throa^ agency emfdoyee devdop- 
meirt dficers to the Paperworic Standards and Automation Division 
(NBP), Boom 604, Natioiml Archives Building, Wadiingtmi, D.C. 
20408, using Optioiud Form 37, N<Mnination-Begisb»ti<m fOTTndning. 

Other tmformuAiom 

No cost to agencies. Specific dates and locations will be announced. 
Fmr furtlmr informalian call area code 202, 963^154 or code 13, ex- 
tenskm 34154. 



PvsoimI HMKMMt 



Gunl ItanpMit 



AF-Ol-FER 

CIVILIAN PERSONNEL OFFICTU COURSE 

Depwtment of the Air Force 

to W fhrcn at ihe USAF Ptcwiwirf Peirdoyirt 
Ceaicr, Maxwell Air Force Base, MoairooMty, Ala. 



Deuripdom 

This course is designed to improve the profcsMonal al^ly of person- 
nel officers, potential personnel officers, and military directors of ^r- 
sonnel to managi» an effective civilian personnal program at matell^iOT 
and staff level. Primary em^usis b placed on staff responsibmties 
of the civilian personnel officer, techmqnes for continu^ 
evaluation and revision to meet changing needs; profesBaonal 
ship and self -development; and administration of a tetal mtegrated 
program of managemmt aawstance. 



Who May Attend 

AkhougL tWs course is scheduled primarily to meet Air Fon» n«^ 
10 employees from other Federal agencies will be acoepte^ Civihan 
personnel officers (or directors), and members of agency, bureau, ewr 
^rmediate organizational level staffs whose duties reqmre ove^l 
to the civilian personnel program at numerous operating 

locations may attend. 



How To Make Nomimatiom 

IToiniiiiitions dionld be mede by letter to the DirettorjUSAF Perra- 
nel DevdoiHMnt Center, BnUding S05, Mi«well Air Poro B**. 
.36112, 30 days prior to the course starting date, stat mg the name, tiU^ 
and grade of the employees and, briefly the na^ wd sc^ of to 
civilian personnel officer responsibilities. A^cies will be pra ear y 
notification of approved nominees and provided further details. 



Other InformeMon 

No cost to agencies. 
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AR-2-PER 

PERSONNEL MANAGEMENT FOR EXECUTIVES 
Department of the Army 

TIiMe 8^7 eonfcroiees are primarilf for Department of the 
Army pcnoond; however, if aooee permits. Qualified individ* 
nab from odier r pfri** wifi he accepted. These conferences 
are l»*td at various times ihronghont the year at die D^artment 
of the Anuf Civilian Traininp Center, Tempo B Bnildinc, Second 
and B StreeU SW., Washington, D.C 

DeaeripdoH 

Peiscmnel Management for Executive Conferences are not courses of 
instructi(Mi in the traditi(Hial smse. They are designed to help partici- 
pants find better ways of dealing with management problems for which 
there can be no pat answers. They assume a high degree of creativity 
and resourcefulness <mi the part of the m^nbers, and a willingness to 
put forth the effort to further develop their managerial abilities. 
The impact of these conferraices is directed toward each participant 
as an individual and as a manager of an important segment of the 
work fmroe. Tswming activities can be grouped into four broad cate- 
gories: Case discussions; lecture and films; confer^oes and woik 
groups; reading and individual research. Although agimdas vary 
slightly frmn conferraice to conference, the following subjects are 
typically treated during the 8-day period: Review of Management 
Theory and Research— Their Role in Improved Management ; Charac- 
terigtics of Groups in an Organizational Setting; Motivati<m in Man- 
agement; Top Management Behavior and Organizational Climate; 
Organizational Relationdiips and Productivity; CommunicaticHi and 
the Human Evaluation Process; Our Cultural Heritage— Organiza- 
tional Help or Hindrance?; Executive and Manager Developmiait; 
The ChaUenge of Our Times. 

Who May Attend 

Military and civilian executives with a minimum rank or grade of 
Lieutonant Colmiel and GS-13. 

How To Make NominaluMU 

Applicati<His will be made personally by the individual desiring to 
attend, indicating approval of his superiors. Each applicati<Mi should 
show: (1) Dates of conference for which application is being made; 
(2) Name of applicant (last, first, middle initial) ; (3) Occupational 
data: (a) Employing activity; (b) Official address (street, city, state, 
ZIP code) ; (c) Title of present position; (d) Gi^e or r^k; (e) 
Time in present position (years-months) ; (f ) Brief description of 
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scope of supervisory respon^ilities. ( Attadi an oiganizational sketoh 
to reflect position location in employing activity.) (4) EJducaticm 
and specialized military or civilian experience and training (name 
of institution or military school attmdedf spMializati<Mi, dates) y (5) 
W h^t f applicant hopes to achieve by paiticipating in the PME Confer- 
ence; (6) Names of any work associates who have attended a PBiE 
Gmifeience and location of the wmference; (7) Signature of applicant. 
Nominatimis should bo forwarded well in advance of confei^ce 
derired to Begional Coordinator, Department of the Army Civilian 
Training Center, Tempo B Bu il di n g, Second and R Streets SW., 
Washington, D.C. 20315. For further information call OX 5-2241, 
or code 11, extmsions 52241 or 52673. 

Other informatUm 

Participants in these conferences have the very finest speak^ films, 
readings, and other materials and resources which are available for 
purposes of motivation, inspiration, and comparison of ideas. These 
pr es ent a*'!^** cover theorrtical and conceptual formulations, research 
findings, practices of other successful executives, and other suitable 
ideas, informatiem, and suggestitm. 



AR-03-PER 

CIVILIAN PERSONNEL OFFICER COURSE 
Department of the Army 

This emurie prinuwfly for Deportnieiit of the Army 

pcmonnel; however, if space permiu, qualified indhriduals fr« 
other apenciea will he aecepled. The course Is normally held twice 
a year (sprinq and fall) at die ^rmy Gvilian Training Center, 
Tempo B Building, Second and R StreeU SW^ WasWnglon, D.C 
20315. 



De$ciiption 

This course includes coverage of the Civilian Personnel Officer’s role, 
relationships and responsibilities within tiie context of the Depart- 
ment of the Army mission and the Army’s civilian personnel mai^- 
ment policies and programs. Attention is given to the CiyihM 
Personnel Officer’s staff, service and managerial res^nsibilities in 
carrying out the requirements of his job and in preparing to meet the 
changing demands of the future. It is directed toward: (1) Empha- 
sizing the Civilian Personnel Officers role as key staff ^visor on 
civilian personnel management; (2) highlighting responsibilities of 
the Civilian Personnel Officer as a manager of his own office; (3) 
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furthering awareness of irfationship between civilian pereorad ^n- 
agement and total management; and (4) inspiring toward further 
planned self -development. 

Who May Attend 

Any personnel officer. Priority in attendance is given to: (1) New 
personnel officers; (2) experienced personnel officers; (3) personnel 
technicians recommended as potential personnel officers, who are ad- 
mitted on a “space available” basis. 



How To Make fioudne/done 

Nominations should be submitted to toe Chief, Army Civilmn fin- 
ing Center, Tempo B Building, Second and B Streete S^, Wato- 
ington, D.C. The following information should be furnwhed: (1) 
^ne of nominee (last, first, middle initial) ; (2) Date of birth; (3) 
Porition title and grade; (4) Name and mailing addr^ of mploy- 
ing activity; (5) Number of years in peraonnel work (excluding any 
clerical experience) ; (6) Any other Department of Army 

courses Uken during lest 5 yews; (T) Datej (8) 

of "<v";o«Hn g official. For further information call OX 5-22« or 

code 11, extension 52241 or 52673. 



Other information 

Attention is invited to toe fact that this course is oriented toward the 
Department of Army civilian personnel management program. 



AR-04-PER 

INTRODUCTION TO CIVILIAN PERSONNEL MAN- 
AGEMENT 



Department ai the Army 

Tiaiw Siday coBfffie it iMrimMily for Dqpoitmeiit of ihe Aimy 
einployeeffi; howofor, if ffipoce penmlffi. qiiolifiod 
-*i- _ T-encieffi wffl be accepted. The coone ia normaDy hdd twk* 
(■pring and fall) at die Army CmUan Training 



Tempo B Building, Second and B Sirceto SW., Waahinglon, D.C 



20315. 



De$cription 

This course includes coverage of: Department of the Army mission, 
organization, scope and the civilian role therein; civilian persmnel 
administration in the Department of toe Army— orgamz^ion, func- 
tions, and responsibilities^highlighting the operating civilian per- 
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sonnel office; philosophy and concepts of civilian personnel manage- 
ment with emphasis on motivation, communication, productivity, and 
manager and employee development and training; the supervisor as 
the real personnel manager and the staff assistance role; the civilian 
personnel career program; and current and future challenges. Its 
purposes are to: (1) Provide a career-oriented introduction to the 
background, philosophy, concepts, and scope of the Army Civilian 
Personnel Management Program; (2) Improve insight into both 
operating and staff officials’ personnel management responsibilities 
and their relationships; and (3) Lay a foundation for a program of 
self-development. 

Who May Attend 

GS-5 and GS-7 Trainees whose positions fall in any of the following 
aeries and who would benefit from such a course: GS-201, GS-212, 
GS-221, GS-223, GS-230, and GS-235. 

How To Make NonUnaHon$ 

Nominations should bo submitted to the Chief, Army Civilian Train- 
ing Center, Tempo B Building, Second and R Streets SW., Washing- 
ton, D.C. The following information should be furnished: (1) Name 
of nominee (last, first, middle initial) ; (2) Date of birth; (3) Position 
title and grade; (4) Name and mailing address of employing artivity ; 
(5) Number of years in personnel work (excluding any clerical ex- 
perience); (6) Any other Department of Army personnel courses 
taken during last 5 years; (7) Date; (8) Signature and title of nom- 
inating (^cial. For further information call OX 5-2241 or code 11, 
extension 52241 or 52673. 

Other information 

Attention is invited to the fact that this course is oriented toward 
the Department of Army civilian personnel management program. 



294-S860— 68 8 
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CS-6001-PER 

ideas and authors— personnel manage- 
ment 

Qvil Service Commission 

Four 3-hour urnkm* to be held once a month beginnl^ Feb- 
marr IS* 1969, at die Qvfl Service Cwnmimlon, 1900 E Street 

NW. 



De$eriniion | 

Affords Federal personneliste a chance to explore si^ifictmt 
publications through direct discussion to the author’s ideas m addition 
to ^matic examination of the books themselves. At each session m 
outstanding writer will discuss his book, and an ex^rt guert critic 
will present his reactions and commentary, after which participants 
will have an opportunity for discussion and questions. Books are 
furnished well in advance of the sessions at which they are to be 

discussed. 

Who May Attend 

Pers<»s in any poeition in the GS-200 group at GS-IS ^ above; 
intenwted individuals from other c^pational senes at GS-13 and 
above will be admitted as space permits. 

How To Make NonUnaHone 

CSC nomination cards (Optional Form 37) should be submitted by 1 

authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U S. Civil Service Com- 
mission, Wadiington, D.C. 20415. Confirmation of accepted nomiM- 
tions will be made in advance of each session. Deadline datre for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued later. 

Other tnformoHon 

The cost of the program will be prorated among the participatmg 
agencies. The cost to the agency will be $85 per participant A^- 
cies may obtain further information by calling 343-6141, or code 183, 

extension 6141. 
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CS-^002-PER 

INTRODUCTION TO PERSONNEL MANAGEMENT 
Civil Servic6 Cominissioii 

A Snlay prognun to be held July ®-12 Auguet 26-30, 1968, 

Hi fli«» CSvil Service CommlMion, 1900 E Street NW» 

Description 

Defines and discusses the several persoimd management sp^alties 
and their interrelationships, and emphasizes their relationships witii 
overall personnel management and total management; identifies the 
special competences required for success in personnel management; 
discusses current trends and developments in personnel management. 

Who May Attend 

Career employees, grades GS-5 through 9, who have passed the FSEE 
and who are beginning or have ben selected for careers in personnel 
management; management interns, or trainees in other fields who meet 
the above requirements, are also eligible. 

How To Make Nominations 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Perwnnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline dates for r^ipt 
of nominations and confirmation of acceptance will be listed in the 
program announcement to be issued later. 

Other information 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $110 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 

extension 6141. 
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CS-6005-PER 

human dimension of planning for change 

Qrfl Service G»inmit8ioii 

A i-d»r profrun to be hdd Mmr 21-2S, 1969, at the Qdl Senriee 
GommiMbm, 1900 E Street NW. 

Deterlpflon 

Explores the human resource implications for consideration in plan- 
ning for change, including : prediction of effecte on manpower require- 
ments, gaining acceptance, phasing the introduction of change with 
personnel activities, and placement of dislocated personnel. 

Who May AUend 

T.inA managers, personnel officials, and staff officials, GS--12 and above, 
who have significant responsibilities in planning and implementing 
major changes. 

How To Make Nominatiotu 

CSC nomination cards (Optional Form 3^ should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline datre for i^ipt 
of nominations and confirmation of acceptance will be listed in the 
program announcement to be issued later. 

Other infortnoHon 

The cost of the program will be prorated among the participati^ 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141 > or code 183, 
extension 6141. 



CS-6006-PER 

MANAGEMENT OF PERSONNEL FUNCOONS 
Civil Service Commission 

A iAmy program to be held Januarjr 27-31, 1969, at the arfl 
Service G>mmiMioii, 1900 E Street NW. 



Description 

Directed toward development of managerial abilities on the part of 
chiefs of personnel functional areas, including the ability to coordinate 
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their particular functional area with others in personnel mwagemmt 
to develop and supervise subordinates, and to work effectively with 
line management. 

Who May Attend 

Employees at GS-12 and above who have responsibility for one or 
more substantive areas of personnel management. 

How To Make NonUnation$ 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline dates for r^ipt 
of nominations and confirmation of acceptance will be listed in the 
program announcement to be issued later. 

Other information 

The cost of the program will be prorated among the participating agen- 
cies. The cost to the agency will be $85 per participant. Agencies may 
obtain further information by calling 343-6141, or code 183, extension 

6141. 



CS-6007-PER 

PERSONNEL PROGRAM DIRECTION 
Civil Service Commission 

A 3*day program to beheld March S— 5, 1969, at the Civil Service 
Commiuion, 1900 E Street NW. 

Dencription 

Describes managerial and advisory responsibilities which are crucial 
for program success, including staff development, coordination of spe- 
cialized functions within the personnel specialty, organization and 
control, employee relations, personnel problem-solving, and long-range 
planning for the personnel function. Emphasizes effective manage- 
ment practices in each area, with the overall goal of presenting par- 
ticipants insight and techniques for constructive, innovative personnel 
management. 

Who May Attend 

Personnel officers, staff specialists with significant field program 
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responsibility, and employees being develop^ for personnel officer 
positions, at grade GS— 13 and above (or equivalent). 

How To Make NondnationM 

CSC nomination cards (Optional Form 3p should be submitted by 
authorized agency representatives to the Director, Per»nnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline dates for r^ipt 
of nominations and confirmation of acceptance will be listed in the 
program announcement to be issued later. 

Other information 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agenciw 
may obtain further information by calling 343-6141, or code 188, 

extension 6141. 



CS-6008-PER 

PERSONNEL MANAGEMENT FOR PERSONNEL 

SPECIALISTS 

Civil Service Commission 

TUs coarse will have ei|^t full-day sessioiu meediif once a weA 
for 8 succomIvc weeks. Sessions begin Oelober 1, 1968 and 
February 4, 1969, at the Clvfl Service Gommiwion, 1900 E Street 

NW. 



Description 

Intensive coverage of the personnel management function, with the 
use of a comprehensive text selected with the assistance of an inter- 
agency committee. The course will meet one day a week for eight 
weeks, so that participants will have time between sessions to ^imilate 
what has been presented and to prepare for subsequent sessions. Par- 
ticipants will also prepare and present a research paper. 

Who May Attend 

Personnel specialists GS-9 through 12; especially designed for th^ 
whose previous experience or training has not afforded a broad view 
of the personnel function. 
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Haw To Make NominaHont 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized ag^ representatives to the Director, Pfrao^el 
ment Training Center, Bureau of Training, U.S. Civil Service Co^ 
mission, Washington, D.C. 2M15. Confinnation of acc^ 
nominations will be made in advance of each session. Deadline d^ 
for receipt of mnninations and confirmation of acceptance will br 
listed in the program announcement to be nsued later. 

Other InformwMam, 

The cost of the program will be prorated among the ^rticipating 
agencies. The cost to the agency will be $150 per participant A^- 
cies may obtain further information by calling 343-6141, or code 183, 

extension 6141. 



CS-6010-PER 

personnel management fob supervisors 

Qvfl Service Co mmia a io n 

A S-dmy prognua to W hM October **^jf®**“^^ 

March 26-St, 19<(9, at the Cirfl Service CmarfMloa, 19W E 

Street PIW. 



De$eriptiom 

Covers knowledges the first-line supervisor should have conceim^ 
persomiel orocesses and principles for effective performance of his 
job, mcluding the supervisors role in the selection, orientation, and 
development of employees; maintaining morale and prwuctivity; 
performance evaluation; adverse actions; and relations with the op- 
erativtg personnel office. 

Who May Attemd 

First-line troervisors GS-7 through 12. 

Haw Ta Make NomiiuMam$ 

CSC nomination cards (Optional Form 37) should be subnutted by 
mithorized repnaentatives to the Ktector, Peisonmd 

meat Training Center, Bureau of Training, U.S. Civil Servii* 
Commiaaion, Wadiington, D.C. 20415. Confiimaf .ui of accepted iiomi- 
Iiations will be made in advance of each aeaaion. Dealliiie fw 
receipt of nominations and confirmation of acceptance aviII be listed 
in the program announcfanent to be issued later. 
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Other InformaHoH 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agen- 
cies may obtain further information by calling 343^141, or code 183, 
extensimi 6141. 



CS^ll-PER 

PERSONNEL MATiAGEMENT FOR MANAGERS 
Qvfl Senriee Commiaekm 

A VfOgrmm to be held September 18-20, 1968, Febraaiy 
5-7, 1969, at tbe CivO remmimien, 1900 E Stnet NW. 

Description 

Reviews the role of the upper-level manager in adiieving mission and 
program goals through effective management of human resources; 
covers the role of the manager as persmmel administrattv in his own 
organization; outlines the services and support he should expect from 
staff personnel specialists and his responsibilities to them; discusses 
current theories and principles of management as applied to the man- 
agement of personnel. 

IFAo May Attend 

Program managers in GS-13 (or equivalent) and above; primarily 
intended for those with limited previous managerial expwience. 

Hoof To Make Nominations 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Swvice Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline dates for receipt 
of nmninations and confirmation of acceptance will be listed in the pro- 
gram announcemrat to be issued later. 

Other Information 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant Agencies 
may obtain further information by calling 343-6141, or code 183, ex- 
tension 6141. 
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CS-4i012-PER 

IDEAS AND AUTHORS— SOCIAL SCIENCES 
Civfl Senriee CfHmniMion 

Foar S^War irMinat sdiedaled oaca a mtmak brginnfaif Odo> 

Wr IS, 1961, at the Chrfl Senrke OaaadMloa, 1900 E Street NW. 

De$eriptUm 

Similar to IdMS and Authow— Perscmnel Management, except th^ 
Uie books discuased will be more oonoemed with leseandi findings m 
the social and behavioral sciences as implied to personnel management. 

Who May Auemd 

Personnel specialists GS-13 and above; interested individuate from 
niiW series at GS-13 and above will bo adnutted as 

space permits. 

Haw To Make Nom i mo H oa* 

CSC nomination cards (Optional Form 37) should bo submitted by 
authori 7 ,e«^ agent^ r^rosentatives to the Director, Pcr»nnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mtesion, Washington, D.C. 20415. Confirmadon of accepted nomiM- 

tions will bo made in ad vance of eadi session. Deadline dates for r^^ 

of nominations and confirmation of aco^tance will be listed m the 
program announcemmit to be issued later. 

Other tmfonaailom 

The cost of the program will be prorated among Ae participati^ 
agencies. The cost to the agenqr will be $85 per participant Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 



CS-6013-PER 
ORGANIZATION THEORY 
CivO Serviee C ominia a kn < 

A 3407 pflegraa to be hey Aagwl 7 - 9 , 1968, at the Ova Scnrke 

1900 E Street NW. 

De$eriptUm 

Explores traditional and current organizational theory in ^ li^t of 
behavioral studies of employee needs and motivations; discusses di- 
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V6rgeiit views of human motivation, practical organization. consider- 
ations, effective leadership patterns, productivity, and achievement of 
program goals. 

Who May Attend 

Personnel officers, supervisors, and managers, GS-12 through 15 (or 
equivalent). 

How To Make Nominadont 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agen<y^ representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcemeat to be issued later. 

OfJker Information 

The cost of the program will be prorated among the participating 
n gp uc ie s . The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, ex- 
tension 6141. 



CS-6014-PER 

THE SOaOLOGY OF WORK 
Crdl Service Gmunisnoii 

A 3-day pragnm to be hdd May 7-9, 1969, at the Ova Senrke 
Goamufooii, 1900 E Street NW. 

Deieription 

Provides an overview of the sociological factors in the work environ- 
ment, the chan^ng nature and meaning of work, impact of the orga- 
nization and the group on individual behavior, group dynamics, and 
cultural factors. 

Who May Attend 

Middle-level staff and supervisory employees (GS-9 through 12) who 
need to know more about the science of group behavior. 
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How To Make Nominatiom 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued later. 

Other InfomtaHon 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-fil41, or code 183, ex- 
tension 6141. 



CS-4S015-PER 

EFFECTIVE CCMMUNICATION FOR PERSONNEL 
SPECIALISTS 

Qvfl Service Commission 

A 5 half'day* program to be held November 4— 8* 1968, Fdb- 
nuuy 2 4 -8 8 , April 28-Ma7 2, 1969, at the Cml Service Gom- 
mimion, 1900 E Sneet NW. 



De$eriptMon 

A workdiop course aimed at improving oral and written communica- 
tions skills with specific reference to communicating the flexibilities 
of the Federal personnel qrstem to managers, supervisors, employees, 
and the public. 

Who May Attend 

Personnel specialists GS-9 through 13 who have significant respon- 
sibility for explaining and interpreting the Federal personnel system. 

How To Make NominationM 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agmicy representatives to the Director, Per.%miel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accejyted nomina- 
tions will bo made in advance of each session. Deadline dates for receipt 
of nominations and confirmation of acceptance will be listed in the 
program announcement to be issued later. 
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Other informtMon 

The cost of the progrem will be prorated among the participating 
agencieeL The cost to the agency will be $85 per participant. Agencies 
may obtain farther information by calling 343-6141, or code 183, 
extension 6141. 



CS-6016-PER 

PSYCH0L(K;Y AND THE MAN AGEMENT OF HIJMAN 
RESOURCES 

Qrfl Sendee Commiauoii 

A 3>dB3r pragnm to be bcM Jumuy ^10, 1969, at die Qvil 
Senr ke G ioMiiiMion , 1900 E Street WW. 

Description 

Explores problems of human bdiavior in the organization in the light 
of pi^chological research findings, with specific i^plicability to: 
Insti^ional reqniranents (selection, development, and counseling of 
employees) ; in^vidual characteristics (personnel and organizational 
prvchology and human motivation) ; and group influences (oommuni* 
cadon and employee-management relations). 

Who May Attend 

Middle-level staff and supervisory raiployees (6S-9 through 12) who 
need to know more about the science of human behavior. 

How To Make NominaUtms 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Wadiington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline dates for receipt 
of nominations and cov^firmation of acceptance will be listed in the 
program announcement to be issued later. 

Other tnfornwHon 

The cost of the program will be prorated among the participating 
agenciea The cost to the agency will be $85 per participant. Agraicies 
may obtain farther information by calling 343-6141, or code 183, 
extension 6141. 
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Classificition and Position Manipniont 



CS-OOOl-PER 

POSITION CLASSmCATION AND THE MANAGE- 
MENT PROCESS 



Ovfl Service Conmiknoii 

A S^liir to be hdd Jidr 22-26. 1968, Sepie^ ^18. 

1968rFSniM7 8-7, 1969, at the Gvil Semee Commtaman, 
1900 E Street NW. 



De$eriftwn 

Stresses the role of classification in total personnel management; pr^ 
vides information and practice workshop applications n^ry to 
develop baac skills in fact finding, analysis, and evaluation of 

positions. 

Who May Attend 

Persons serving in personnel management positions, GS-5 tlwugh 9, 
who are or will become directly involved in the classification function. 



itno To Make Nomination 

:iSC non^ation cards (Optional Form 37) should be submi^ by 
mthorized agency representatives to the Director, Peiw^el Mauage- 
nent Training Center, Bureau of Training, U.S. Cml Service Com- 
nission, Washington, D.C. 20415. Confirmation of acojpted nomina- 
tions wiU be made in advance of each session. Deadline da^ for 
receipt of nominations and confirmation of acceptance will be listed m 
the program announcem^t to be issued later. 



Other information 

The cost of the program will be prorated among the participatiiig 

acmeies. The cost to the agoicy wffl be $110 per participent. 

m«y obtain further information by calling 343-6141, or code 183, 

extension 6141. 
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CS-0002-PER 
POSITION MANAGEMENT 
Ovfl Service CoimniMioii 

A 3«dajr program to be held October 21^3, 1968« March 26-23, 

1969, at the Gvil Service CommiMioa, 1900 E Street NW. 

Degeription 

Establishes a qrstematic approach to position management through 
study of the oi^ganization, groupings, and assignment of duties in ac- 
cordance witti effective procedures and technology; affords practice 
in the solution of problems of design of work, alternative organiza- 
tional structures, motivation, utilization, and control ^stMns; em- 
pha«iKiw the team approach (involvement of specialists in budgeting, 
classification, management analysis, etc.) . 

IFAo May Attend 

Personnel, budget, and management analysis specialists, and line 
managers, who have significant responsibilities in position manage- 
ment and who have well-rounded backgrounds in their own fields. 
Priority will be given to agencies who nominate a team of employees 
representing the above specialties. 

How To Make Nominatlon$ 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personr el Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed in 
the program announcement to be issued later. 

Other Information 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
exteninon 6141. 



CS-OOOS-PER 

POSITION CLASSmCATION FOR MANAGERS 
Civil Service Commisstoii 

A Swlay program to be heSd Janiuuy 27—29, 1969, at the CI*U 
Service OMtuniMion, 1900 E Street NW. 



DescripiUm 

Explains the values of sound position classification in achieving overall 
program goals; outlines the responsibilities of supervisors and man- 
agers in the classification process, in relation to the clas'^ific^ion staff 
and to their own subordinates; discusses means of achieving clo^r 
cooperation between managers and supervisors, and tne ciassiiicai-ion 

staff. 

Who May Attend 

Supervisors and managers, GS-9 and above. 

How To Make NominationB 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, IVashington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued later. 

Other infornuUion 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 
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CS-4MM>4-PER 

4DVANCED POSITION CLASSIFICATION 
Civil Service Commission 

A 5^7 ptvgram to be hdd December 2-6, 1968, Blay 12-16, 

1969, at the Civil Service CommiMion, 1900 E Street NW. 

D€$criptAon S 

Emphasizes classification program planning and execution as an inte- | 

gral part of total personnel management ; stresses the role of classifica- I 

tion in solving management problems and the responsibilities of the 
classification staff in related programs such as position management 
and job redesign; provides information about new classification c<mi- 
cepts and techniques. 

Who May Attend 

Personnel specialists, GS-9 through 13, who have performed journey- 
man classification work for at least one year. ' 

How To Make Nominatiom 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Seiwice Com- 
mission, Washington, D.C. 20415. Confirmation of accepted ntunina- 
tions will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued later. 

Other information 

The cost of the program will be proraited among the participating 
agencies. The cost to the agency will be $110 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 

I 
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AF-02-PER 

BASIC CLASSIFICATION AND WAGE ADMINISTRA- 
TION COURSE 

Department of the Air Force 

A 3-week course to be given at the USAF Personnel Devek^ment 
Center, located at Maxwell Air Force Base, Montgomer/, Ala. 



Description 

The purpose of this course is to train individuals who are or will be 
assigned as specialists in classification and wage administration and 
who have less than 18 months* experience in that technical field. The 
course objective is the teaching of the fundamental principles, pro- 
cedures, techniques and skills of position classification. Primary em- 
phasis is placed on the legal and regulatory requirements, and the 
techniques and procedures used in describing, analyzing and evaluat- 
ing Classification Act and Wage Board positions. Coverage also 
extends to planning, scheduling and conducting classification and 
locality wage surveys, and techniques used in resolving operating 
problems encountered in administering the program. 

Who May Attend 

Although this course is scheduled primarily to meet Air Force needs, 
a limited num'ber of employees from other agencies may attend. Em- 
ployees who are or will be assigned as specialists in classification and 
wage administration may attend. 

How To Make Nominations 

Nominations should be made by letter to the Director, USAF Person- 
nel Development Center, Building 505, Maxwell Air Force Base, Ala. 
36112, 30 days prior to course starting date, stating the name, title, 
and grade of the employee and briefly, the nature and scope of his 
classification and wage administration responsibilities. Agencies will 
be given early notification of approved nominees and provided further 
details. 

Other Information 

No cost to agencies. 



294 - 8880 — «8 9 
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AR-05-PER 

POSITION AND PAY MANAGEMENT COURSE 



Department of the Army 

Thi» 2-week course is primarily for Department ®f **»e Army 
employees; however, if space permits, qualified individuals from 
other agencies wiU he accepted. The coui^ is held 
times during the year by the Department of the Army, DCSFfcK, 
OCa» Field Oflice in Baltimore, Md 



Deicription 

The scope of this course includes the philosophy and objectives of the 
position and pay management program as it operates in a management 
and human setting; the advisory and service roles of the salary and 
wage analyst; the purpose and techniques of job analysis, job evalu- 
ation of both Classification Act and Wage Board jobs; pay adminis- 
tration and program administration. Authoritative information is 
provided primarily by means of a text, which is sent in advance to 
nominees selected to attend. This course is directed toward: :^velop- 
ing understanding of the philosophy and objectives of potion and 
pay management; providing opportunity to increase skill in tech- 
niques of job evaluation ; increasing effectiveness in advisory and »rv- 
ice roles by broadening understanding of human relationships, 
communication, and management climate; and providing experiences 
which contribute to development of mature judgment. 



Who May Attend 

GS-5 and GS-7 Trainees in the GS-223 and related series. 



Hotp To Make ?iominctions 

Nominations should be submitted to the Field Representatit^e, DA 
DSCPER, OCP Field Office, 1114 Federal Building, 31 
Plaza, Baltimore, Md. 21202. The following information should 1^ 
furnished: (1) Name of nominee (last, first, middle initial) ; (2) 
Date of birth; (3) Position title and grade; (4) Name and mailing 
address of employing activity ; (5) Number of years in personnel work 
(excluding any clerical experience) ; (6) Any other 
Army personnel courses taken during last 5 years; (7) ^^e; (8) sig- 
nature and title of nominating official. For further information cal 

area code 301, 962-2350. 




Other information 
None. 
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AR-06-PER 

ADVANCED POSITION AND PAY MANAGEMENT 
COURSE 

Department of the Army 

Hus S^lay coarse is primarily for Deportment of the Army 
em^oyecs; however, if space permits, qnalified indivMnals from 
other apencics will he accepted. The course b held at various 
tones darinp the year by the Department of the Army, DCSPER, 

OCP Fidd Oflice m Baltimore, Md. 

De$eriptum 

The scope of this course includes analysis of the role of the position 
and pay management specialist in the integrated personnel manage- 
ment program; a lo(dt at management’s position and pay management 
needs; m^hods and techniques for planning, administering, evaluat- 
ing and streamlining an installation position and pay management 
program; staff assistance and advice to supervisors and managers; 
position management; and new job evaluation techniques. The chief 
purpose of this course is to provide senior specialists in the GS-221 
and related series with an opportunity to examine their role in the 
total personnel managemrat program, and to increase knowledge and 
Aill necessary to improve t^ quality of staff advice and assistance 
to management. 

IFJko May Attemd 

Chiefs of pontion and pay management functi<ms are given first 
priority. Senior Position and Pay Management Specialists are ad- 
mitted, provided th^ have had at least three years of experience in 
position and pay management wori^ and are currently assigned to 
perform sndi worif at GS-9 level or higher. 

How To Make Noaumatiomt 

N<Hninations diould be submitted to the Feld Representative, DA, 
DCSPER, OCP Field Office, 1114 Federal Budding, 31 Hopkins 
Plaza, Baltimore, Md. 21202. The following information should be 
furnished: (1) Name of nominee (last, first, middle initial); (2) 
Date of birth; (3) Position title and grade; (4) Name and mailing 
address of employing activity; (5) Number of years in personnel 
work (excluding any clerical experience) ; (6) Any other Department 
of Army personnel courses taken during last 5 years; (7) Date; (8) 
and title of n<Nninating dficial. For further information 
calK 4sa cede 301, 962-2350. 

Other tmformwAiam 

None. 
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Staffim ari PbmiMrt 



CS-IOOO-PER 

BASIC STAFtTNC AND PLACEMENT 
Chril Service CommiMioii 

A 5-dby pragram tt» be hdd Angeat 5-9, 1968, Sq^teaaber 16-2®, 

1968, MMdi 10-14* 1969, at Ac Qv® Service ConuniMion, 
190® E Street NW. 



Description 

Provides an overview and basic knowledges of F^eral staffing and 
pUrmnAnt. poUcies and practices, including recruitment, placement, 
emunining, appointment, internal staffing, promotion, placement fol- 
lowup, and program evaluation. 

Who May Attend 

Persems serving in personnd management positions, GS-^ throng 
9. 



How To Make Nominattons 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency r^>re8cntatives to the Director, Personnd Man- 
agement Tr aining Center, Bureau of Training, UB. Civil Service 
Commission, Washington, D.C. 20415. Confirmation of a^pted nom- 
inations will be made in advance of each session. Deadline dates fw 
receipt of nominations and confirmation of acceptance will be listed in 
the program annonnement to be issued later. 



Other InfomuOion 

The cost of the program will be prorated among the ^rticipating 
agencies. The '»st to the agency will be $110 per participant Agen- 
cies may obtain further information by calling 34^141, or code 183, 
extmtion 6141. 
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CS-1005-PER 

ADVANCED STAFFING AND PLACEMENT 
Civil Service Commissioii 

A S-daj program to be hdd November 4-8, 1968, April 7-11, 

1969, at the Cml Service GmimiMioii, 1900 E Street NW. 

De$cripiion 

Reviews the subject areas comprismg the staffing functicm, with em- 
phasis on current policies and concerns and on the contributions of 
the behavioral sciences to the assessment of human abilities; empha- 
sizes career staffing concepts and the responsibiliti^ of staffing special- 
ists in the achievement of the agency’s mission. 

Who May Attend 

Personnel specialists, GS-9 through 13, who have had training or 
experience in the staffing function. 

How To Make Nominationa 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued later. 

Other ImfofmaHon 

The cost of the program will be prorated among the participating 
agencies. The (X)st to the agency will be $110 per participant. Agencies 
may obtain further information by calling 343-0141, or code 183, 
extension 6141. 



CS-1002-PER 

THE ROLE OF THE MANAGER IN STAFFING 
Chrfl Service Commission 

A S-diqr program to be held April 30~Muy 2, 1969, at the GivU 
Smviee Gnnmiaoion, 1900 E Street NW. 

De$eription 

Outlines Federal examining, recruitment, and selection procedures 
from the point of view of information needed by nonpersonnelists; 
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personnel measurement techniques in terms of their value to 
the manager ; explains current developments in qualification standards, 
job design, and manpower utilization. 

Who May Attend 

Supervisors and managers, GS-9 and above (or equivalent) . 

How To Make NominaUoM 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Mana^- 
ment Training Center, Bureau of Training, U.S. Civil Service 
Commission, Washington, D.C. 20415. Confirmation of accepted nom- 
inations will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued later. 

Other infornuAion 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 

I 

\ 

I 

i 

CS-1009-PER \ 

TRAINING INSTITUTE FOR RECRUITERS OF \ 

CLERICAL PERSONNEL 

Civil Service Cmninusitm 

A 2^ax program to be held March 31— April 1, 1969, at the Civil 
Sfi** i rr inwj 1900 E Street NW. 

Deecripiion 

Designed to help Federal recruiters of clerical personnel, it will stress 

recruiting methods and techniques. It will cover the recruiting roles ) 

of the Commission, agencies, and Federal recruiters; the step-by-step 

implementation of the recruiting campaign ; getting the cooperation of 

high schools, business colleges, and other recruiting sources; and the 

recruiting authorities and flexibilities under the merit system. 

Who May Attend 

All Federal recruiters of clerical pei'sonnel. This includes experienced 
and new recruiters, whether they devote part-time or full-time to 
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recruitment, and regardless of the kinds of clerical occupations for 
which they recruit. 

How To Make Nonunatioiu 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Pei'sonnel Man- 
agement Training Center, Bureau of Training, U.S. Civil Service 
Conunission, Washington, D.C. 20415. Confirmation of accepted nomi- 
nations will be made in advance of each session. Deadline dates for 
recei.'t of nominations and confirmation of acceptance will be listed 
in tiie orogram announcement to be issued later. 



Other infornuUion 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $60 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 



CS-1006-PER 

TRAINING INSTITUTE FOR RECRUITERS 
Qvil Service Commianon 

A pragnun to be hdd Angust 19-22, 1968, and Jen- 

uaiy 6-9, 1969, at die Gvil Service GomnuMion, 1900 E Street 
NW. 



Deeeripdon 

Stresses recruiting methods and techniques, with emphasis on recruit- 
ment at colleges and universities. Covers the recruiting roles of the 
Commission, agencies, and Federal recruiters; authorities for recruit- 
ing and flexibilities under the merit system; determining long and 
short term manpower requirements; and techniques of interviewing, 
combined with practice interview sessions. 

Who May Attend 

Federal recruiters who plan to devote part-time or full-time to recruit- 
ment, especially at colleges and universities. This includes new and 
experienced recruiters. 

How To Make Nominations 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Peisonnel Man- 
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agement Training Center, Bureau of Training, U.S. Civil Service 
Commission, Washington, D.C. 20415. Confirmation of accepted 
nominations will be made in advance of each session. Deadline dates 
for receipt of nominations and confirmation of acceptance will be 
listed in the program announcement to be issued later. 

Other Information 

« 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 



CS-1008-PER 

EXECUTIVE SEMINAR IN RECRUITMENT 
CivR Service Cominissi«m 

A 3^7 prognun to be held November 2 0 - 2 2, 1968, at the Civil 
Service ConuniMion, 1900 E Street NW. 

Description 

Designed to ^ve Federal managers a broader understanding of their 
role in recruiting and in the planning, conduct, and control of recruit- 
ing programs. Amcmg the topics covered will be: the respective roles 
of the Ctunmission, agencies, and Federal managers; planning long 
and short term manpower needs; coordinating recruiting plans and 
budget decisions; selecting and training recruiters; using the authori- 
ties and flexibilities of the merit ^stem; and evaluating the effective- 
ness of recruiting campaigns. 

Who May Attend 

All managers at GS-13 and above (or equivalent) who direct, or are 
in any way responsible for recruiting activities. 

How To Make Nominations 

CSC nomination cards (Optional Form 37) shoud be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service 
Commission, Washington, D.C. 20415. Confirmation of accepted nom- 
inations will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed in 
the program announcement to be issued later. 



Other information 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141, or code 193, 
extension 6141. 



AR-07-PER 

RECRUITMENT AND PLACEMENT COURSE 
Deparfiment of the Army 

This 2*week course is primarily for Department of the Army 
employees; however, if space permits, qualified individuals from 
other agencies will he accepted. The course is held at various 
times during the year by the Department of the Army DCSPEK 
Field Office in Baltimore, Md. 



Description 

This course concentrates on the professional aspects of the recruitment 
and placement function. It also paves the way for projected programs 
to be instituted in the Department of the Army. Among the aims in 
presenting this course are (1) to develop insight into the philosophy, 
purposes, and principles underlying the placement of personnel on 
jobs and in career programs; (2) to facilitate understanding of the 
use and limitations of certain evaluation techniques in determining 
suitability for specific occupational patterns; and (3) to motivate par- 
ticipants to further develop skills and insights into the technical as- 
pects of recn.itment and placement. Major subject matter areas include 
goals and roles related to the function; elements of personnel staffing 
programs; analysis of short and long term manpower requirements 
and sources; stability of employment and related staffing problems; 
Federal and Army recruiting systems and programs; processes and 
techniques of applicant evaluation (including assessment of poten- 
tial) ; factors in individual placement; and communication and career 
counseling. 

Who May Attend 

First priority is given to supervi.sory officials, GS-9 and above, who 
have responsibility for personnel staffing. Senior technicians in the 
GS-212 Series are next in order. Junior technicians and trainees in 
the GS-212 Series may also be admitted, provided that positive de- 
termination has been made by someone familiar with course content 
that the employee will perform at the senior level contemplated by the 
course. 
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How To Make Nomiruaion$ 

Nominations should b© submitted to the Field Representative, DA, 
DCSPER, OCP Field Office, 1114 Federal Building, 31 Hopkins 
Plaza, Baltimore, Md. 21202. The following information should be 
furnished: (1) Name of nominee (last, first, middle initial); (2) 
Date of birth; (3) Position title and grade; (4) Name and mailing 
address of employing activity ; ( 5) Number of years in personnel work 
(excluding any clerical experience); (6) Any other Department of 
Army personnel courses taken during last 5 years; (7) Date; (8) Sig- 
nature and title of nominating official. For further information call 
area code 301, 962-2350. 

Other Information 
None. 



ANNUAL CONFERENCE ON EMPLOYMENT OF THE 
HANDICAPPED 

President’s Committee on Employment of the 
Handicapped 

A 2«day meeting to be held May 1—2, 1969, at the Washington 
Hilton Hotel, Washington, D.C 

Description 

This is an Annual Meeting for the Chairmen, Secretaries, and mem- 
bers of Governors’ and Mayors’ Committees on Employment of the 
Handicapped, as well as representatives of employers, labor, medicine, 
public and private groups, governmental agencies, and interest^ in- 
dividuals. It provides an opportunity to exchange experiences, ideas, 
and points of view in the national program for providing greater em- 
ployment opportunities "for the agency i>ei‘sonnel interested in and 
responsible for all phases of work with ^ le handicapped. 

Who May Attend 

The meetings are open to all who are interested, particularly agency 
personnel who are close to the employment process in government and 
military installations and who are responsible for hiring, policies and 
practices, and persons designated as Coordinators for the Selective 
Placement of the Handicapped. Maximum utilization of working skills 
and abilities available to the governmental agencies and military in- 
stallations means full use of handicapped workers, and these meetings 
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of the President’s Committee are designed to help employment person- 
nel in the understanding how this can be accomplished best. 

Other information 

No cost to agencies. Inquiries regarding the meetings should be ad- 
dressed to the President’s Committee on Employment of the Handi- 
capped, Washington, D.C. 20210, 961-3401, code 110, extension 3401. 
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Employee Development 

AF-4)8-PER 

FUNDAMENTALS OF EMPLOYEE AND CAREER 
DEVELOPMENT COURSE 

Department of the Air Force 

A 3*wedc course to be given at the USAF Personnel Devdopment 
Center, located at Maxwell Air Force Base, Montgomery, Ala. 



Description 

This basic course is to indoctrinate and train students in the funda- 
mental policies, procedures, techniques, and skills essential to employee 
and career development. Emphasis is given to the fundamentals and 
approaches in: determining, documenting and analyzing training 
needs data; organizing and conducting training to meet established 
needs, coordination in the administration of training activities, assist- 
ing supervisors in meeting their training iiequirements; and followup 
and evaluation of training programs. 

Who May Attend 

Although this course is scheduled primarily to meet Air Force needs, 
a limited number of employees other agencies may attend. The 
course is designed for personnel at installations serving a relatively 
small civilian workforce, who are assigned the reponsibility for Em- 
ployee and Career Development in addition to another personnel func- 
tion. However, it will adequately train those whose sole responsibility 
is the Employee and Career Development program. 

How To Make Nominations 

Nominations should be made by letter to the Director, USAF Person- 
nel Developm 1: Center, Building 505, Maxwell Air P'orce Base, Ala. 
36112, 30 day.v> prior to course starting date, stating the name, title, 
and grade of the employee, and briefly, the nature and scope of his 
Employee and Career Development responsibilities. Agencies will 
be promptly notified of approved nominees, and provided further 
details. 

Other tnfomuUion 

No cost to agencies. 
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AF-09^PER 

ADVANCED EMPLOYEE AND CAR 

ment course 

Depoitmeiil of the Air Foree 



DEVELOP- 



Cotfcr. MaxwcD Air Forte Bom, 



Deaeripdtm 

This oomse is designed to improve the eflFectiveiiess of experienced em- 
ployee snd career devdopment specialists in planning and adininister- 
ing the more difficult phases of an employee and career devdopment 
program, such as, the organization, coordination, and mtegratum ox 
training and devdopment in a total personnel management 

Emphasis is givwi to role of training and devd<^)m^ m 

priority areas, sudi as technical, scientific, nnd professional fiel^ 
The more recent profesdonal methods, practices, and techmques m 
the field of adult vocational educadon are covered also. 

IFho Mmy Attemd 

This course is designed primarily to meet Air Force needs; howew, a 
nundier of on^oyees from other agendas may atte nd.^ »om- 
inees will normally be pmsonnel specialists who have porfot^ 
ionmeyman work in employee and career dcvehqpment fo^ at M 1 
year. Others whose work requires staff surveillance over employee 
career devdopment programs may also attend. 

Haw To JKflfce Nomdmatiomt 

Nominations should bo made by letter to the Directs, USAF Per- 
sonnel Development Center, Building 505, Maxwell Am Force Base, 
36112, 30 days prior to course startmg date, stating the nam^ 
tide, and grade of the employee, and briefly, tte nature and scope of 
his e.nployee and career devdopment responsibilitiee. 
be notified promptly of nominees, and provided furttimr 

details. 



Other tmfo n ma tU m 

No cost to agencies. 





^ AR-Oft-PER 
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years in personnel work (excluding any clerical experience) ; (6) Any 
other Department of the Army personnel courses taken during last 
five years; (7) Date; (8) Signature and title of nominating official. 
For further information call area code 301, 962-2350. 

Other information 

N(me. 



CS-2003-PER 

PROGRAAHHED instruction : APPLICATIONS 
FOR GOVERNMENT TRAINING 

CivU Service Conunisaioa 

A 5-dajr piogram to be held Janiuuy 13-17, 1969, at the Cml 
Service CoouaiMion, 1900 E Sneet NW. 

Deeeription 

Orients employe development officers to the principles, methods, tech- 
niques) capabilities, and lunitaticms of progranuned instruction, 
through coverage of p^chological bases and characteristics of pro- 
grammed instruction, identification of training needs that can be 
effectively met with programmed instruction, progr amming methods 
and techniques, and other related topics. Participants will have an 
opportunity to prepare a short unit of programmed instruction. 

Who May Auatd 

^ployee development officers and specialists responsible for allocat- 
ing training resources. 

How To Make fiominationa 

CSC nomination cards (Optional Form 37) should be submitted by- 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
inission, Wadiington, D.C. 20415. Confirmation of accepted nomina- 
ti^ will be made in advance of each session. Deadline dates for re- 
ceipt of nominations and confirmation of acceptance will be listed in 
the pn^ram announc«nent to be issued later. 

Other Information 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $150 per participant Agencies 
may obtain further information by calling 343-6141, or code 183, ex- 
tension 6141. 
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CS-2005-PER 

INSTRUCTOR TRAINING COURSE 
QtR Senriee CommiMioii 

A UMay pragram to be hdd Onobcr 14^-25, 196S» April 21- 

llay 2, 1969, at liie Gril Senrfce OiBMBiirion, 1900 E Siieet NW. 



De$eHfdon 

Covers prindples, methods, and practices of instruction, inclu^g: 
The pqrchology of learning, preparation of lesson plans, varieties^ of 
methods, preparaticm and use of visual aids, and evaluation 
of training. A “how-to-do-it” course emphasizing a series of pra^ice 
ingfcm ctiniml sessitHis for each p^icipant, with oral wd written 
critiipies from the group and individual criticism and as si sta nc e frmn 
the Personnel Bianagemmit Training Center staff. 

Who Mmy AUemd 

Any employee who is respwisiWe for instructing or for training others 
to instruct. 

Haw To Maka Nom ti m alUm$ 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency Diiwitor, Persoimel Man- 

agement Training Center, Bureau of Training, U.S. Civil Serviw 
Commission, Washington D.C. 20415. Confirmation of accepted nomi- 
nations will be made in advance of each session. Deadline dates for 
roompt of nominations and confirmation of acceptance will be listed 
in the program announcmnent to be issued later. 

Othar tnformoHom, 

The cost of the program will be prorated among the participating 
agendes. The cost to the agency will be $150 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, ex- 
tension 6141. 



CS-2007-PER 

BASIC EMPLOYEE DEVELOPMENT 
Gvfl Service Commiseioii 

A 5-day program to be hdd Angnat 19-^, 1968, Norember 
18-82, 1969,attheGhra Service Gommumii, 1900 E Street NW. 

Description 

Provides an introduction to and basic underst anding of employee de- 
velopment principles and practices; emphasizes development of skills 
in the design and administratimi of the training cycle from identifica- 
tion of needs and objectives through design, administration, and 
evaluatimi. 

Who May Attend 

Employees in 6S-5 through 9 who are b anning to have been selected 
for careers in nnployee develoinnait. 

How To Mtdee NominatUnu 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency rq>resentatives to the Erector, Personnel Man- 
agement Training Center, Bureau of Training, U.S. Civil Service 
Ccmunission, Washington, D.C. 29115. Confirmation of accepted nomi- 
nations will be made in advance of each sesmon. Deadline dates for 
receipt of nominations and omifirmation of acceptance will be listed 
in the program announonnent to be issued later. 

Other information 

The cost of the program will be prorated amcmg the participating 
agencies. The cost to the agency will be $110 per participant. Agen- 
cies may obtain further information by calling 343-6141, or code 183, 
extension 6141. 



CS-2008-PER 

ADVANCED EMPLOYEE DEVELOPMENT 
Ovil Service Commiieiim 

A 5-day program to be hdd Fdbrnary 24- 2 8, 1969, at the Civil 
Service Cowmimbm, 1900 E Street NW. 

Description 

De fines and analyzes tiie changing role of the employee development 
c^hser; examines major problem areas such as dete rmining training 
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needs and evaluating training programs; discusses significant develop- 
ments in teaching methods, and behavioral science contributions to 
Bmployee developm^t. 

Who May Attend 

Personnel specialists, 6S-9 through 13, who have significant responsi- 
bilities in employee development and who have had training or ex- 
perience in the function. 

How To Make NomimOiont 

CSC nmnination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be nutde in advance of each session. Deadline dates for receipt 
of nominations and (xmfirmation of acceptance will be listed in the 
program announc^nent to be issued later. 

Other information 

The cost of the program will be prorated amog the participating agen- 
cies. The cost to the agen<^ will be $110 per participant. Agencies may 
obtain further information by calling 343-6141, or code 183, extension 
6141. 



CS-2009-TOR 

MANAGEMENT DEVELOPMENT: PRINCIPLES AND 
METHODS 

Civil Service Commissira 

A SAmy prognun to be hrid March 24—28, 1969, at the Civil 
Service ComiiiMuoii, 1900 E Street NW. 

Description 

Provides employee development officers and others with significant 
management development responsibilities a framework in which to 
plan and carry out management development programs through: 
analysis of the comi)etences required of the modem manager, defi- 
nition of the role of employee development officer in facilitating the 
develo{«nent of such competences, and appraisal of significant theories 
and techniques relevant to management development. 



Who May Attend 

Career employees, GS-11 and above, with si^ificant responsibilities 
in the employee develojMnent function and with specific resj>onsibility 
for management development in their agencies. 

How To Make Nominations 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Man- 
agement Training Center, Bureau of Training, U.S. Civil Service 
Commission, Washington, D.C. 20415. Confirmation of accepted nomi- 
nations will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued later. 

Other Information 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $125 per participant. Agencies 
may obtain further informatiem by calling 343-6141, or code 183, 
extension 6141. 



CS-20UMPER 

THE MANAGER’S ROLE IN EMPIXIYEE DEVEL- 
OPMENT 

CivU Service Commission 

A 3-day program to be held December 9—11, 1968, at the Civil 
S e rvi ce Commimion, 1900 E Street NW« 



Description 

Introduces the Federal manager to concepts and principles which will 
enable him to understand the learning and training process, and to 
utilize these concepts and principles both in self -development and in 
the development of his subordinates. 

Who May Attend 

Managers at GS-13 and above (or equivalent). 

How To Make Nominations 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
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ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline dates for i^ipt 
of nominations and confirmation of acceptance will be listed in the 
program announcement to be issued later. 

Other Information 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 



CS-2012-PER 

THE CASE METHOD OF INSTRUCTION 
Civil Service CommiMion 

This eourte will have ci||it MieJialf-day scmioim meeting each 
Bioniiiigfor8coiuecntiveweeluhegiiiiiingFehniai7 27, 1969 at 
the Gvil Service GmuniMion, 1900 E Street NW. 



This course will cover the conceptual framework — ^the objectives, 
elements, and applications of the case method, and will discuss the 
roles of instructor and participants. Primary emphasis, however, will 
be on skills development, including both the development of cases and 
the conduct of case discussions. Each participant will have an oppor- 
tunity to lead case discussions and to observe and critique those con- 
ducted by others. 

Who May Attend 

This program is intended primarily for employee development officers 
and other personnel specialists, GS-11 and above, whose duties require 
them to lead case discussions or to prepare case studies for instruc- 
tional purposes. 

How To Make Nominations 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of a^pted nomina- 
tions will be made in advance of each session. Deadline dates for re- 
ceipt of nominations and confirmation of acceptance will be listed in 
the program announcemmt to be issued later. 
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Other Information 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $100 per participant. Agencies 
may obtain further information by calling 34S-6141, or code 183, ex- 
tension 6141. 



HE-4)6-PER 

INSTRUCTOR TRAINING COURSE 

S€>cial Security Admimstration 
Baltimore, Maryland 

A 1-week program offered <hi an **aa needed** baiia at the Social 
Securitj Administration, 6401 Securitj Bonlevard, Baltimore, 

Md. 21235. 

De$cripUon 

This program is designed to enable the participant to teach a success- 
ful 25-minute lesson, using discussed methods and techniques appro- 
priate to his subject matter and audience. The participant is tau^t 
the methods and techniques of instruction and the basic principles of 
testing by a combination of lectures, conferences, demonstrations, and 
programed instruction. Practical exercises include outlining of ma- 
terial, preparation of a lesson plan, impromptu speaking, conduct of a 
10-minute discussion, and presentation of a complete 25-minute lesson. 

Who May Attend 

This course is primarily for SSA employees; however, if space per- 
mits, qualified employees of other agencies will be accepted. This pro- 
gram is designed for instructor personnel and supervisors having 
training responsibilities. Prospective student should be a high school 
graduate and should be fully knowledgeable in the subject area(s) in 
which he will teach. 

How To Make Nonuntttion$ 

Nominations should be submitted to the Social Security Administra- 
tion, Office of Administration, Division of Employee Development, on 
area code 301, 944-5000, extension 5393 or on IDS code 130, extension 
5393. Nominations may be submitted at any time, and nominees who 
are selected will be notified as to the course dates. 



Other information 

The cost to the agency will be $85 per person. 
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SB-2000-PER 

INSTRUCTOR TRAINING COURSE 
Small Biisiness Administratioii 

A Sniay coane icheduled periodically to meet Agency demands. 

The courses are conducted both in Washington., D.C and Denver, 

Colo. 

Description 

This course provides participants with proven concepts, principles, 
and practices to be used in instructing others, including: basic tech- 
niques in the instruction process, preparation of lesson plans and 
agendas, preparation and use of visual aids, and communications and 
the instruction process. Each participant conducts two practice instruc- 
tion sessions being critiqued by the group. The Training Staff evalu- 
ates each participant for preparation, use of visual aids, and com- 
pleteness of lesson plans. 

Who May Attend 

Employees who are or soon will be required to conduct formal instruc- 
tion to a sigi'iificant extent. 

How To Make NonUfuaions 

For information concerning nominations, call the Director, Eastern 
Training Center, Silver Spring, Md., area code 301, 495-4431, or IDS 
code 179-4431, or the Director, Western Training Center, Denver, 
Colo., area code 303-297-4028. 

Other Information 

This program is primarily for Small Business Administration em- 
ployees; however, if space permits, individuals from other agencies 
will be accepted. This course is offered without charge to participants. 
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CS-3001-PER 

NEGOTIATING AND IMPLEMENTING AGREEMENTS 
(E.O 1C988) 

Civil Service Commission 

A 3>day progr^trn to be held September 16-18, 1968, Febniery 
17-19, 1969 at the Civil Service Commission, 1900 E Street NW. 



Description 

Provides knowledge of principles and procedures involved in planning 
for negotiation conferences, conducting such conferences, and imple- 
menting agreements within the framework of the Federal employee- 
management cooperation program. 

Who May Attend 

Persons assigned management responsibility for negotiating agree- 
ments or for advising or training others who will negotiate agreements. 

How To Make Nominations 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will bo made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued later. 

Other Information 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 
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CS-3002-PER 

THE ROLE OF THE MANAGER IN PERFORMANCE 
EVALUATION 

Civil Service Commission 

A 3*day prograin to be held June 16-18, 1969, at the Qvil Serv* 
ice ConuniMiim, 1900 E Street NW. 

Deicription 

Treats performance evaluation as a continuing rather than an annual 
responsibility; discusses establishment of performance standards, 
evaluation interviews, incentive awards, and motivation. 

Who May Attend 

Supervisors and managers, GS-9 through 14 (or equivalent) . 

How To Make ISominations 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued later. 

Other information 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 



CS-3003-PER 

BASIC EMPLOYEE-MANAGEMENT RELATIONS 
CivU Service Commission 

A 5-day program to be hdd July 22-26, 1968, October 7—11, 

1968 at the Civil Service CommiMion, 1900 E Street NW. 

Deicription 

ProvidC/S basic knowledges of the employee relations function, with em- 
phasis on case analysis of individual complaints, grievances, and ap- 
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PmIs and cororage of 1^1 and regulatoiy tequirements; inclute 
principles of human relations and introduchon to oonnseling 

techniques. 

Who May Attend 

Persons serving in personnel manegemc nt positions, GaS-5 through 9. 



How To Make Homdnatione 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Perwmcl Ma^- 
ment Training Center, Bureau of Training, U.S. Civil Sernce Cot- 
mission, Washington, D.C. 20415. Confirmation of accepted nomiM- 
tions will be made in advance of each session. 
receipt of nominations and confirmation of acceptance will be listed 
in the proinam announcement to be issued later. 



Other tufonnetkm 

The cost of the program will be prorated among the [^rticipating 
agencies. The cost to the agenqr will be $110 per participant. A^- 
^ may obtain further information by caUing 343-6141, or coda 183, 

extenmon 6141. 



CS-3004-PER 

TI!E ROLE OF THE FEDERAL MANAGER IN E(?UAL 

employment opportunity 

A 3-dav p recT M i to be Iidi October 16-1®, 1961, Mey 1*' 

1969 , ot Ae CWl Service CoMMMie** I960 E Street WW. 

Deaerifdon 

Provides increased factual understanding of the background of d^ 
crimination and equal employment opportunity; a greater appie^ 

tion of the effects of discimnination; and information on how to de- 
velop and carry out a po^ive equal employment program m con- 
formance with naticmal policy . 

Who May Attend 

Supervisors and managers, GS-12 and above (or equivalent). 

How To Meke No mi na tio m 

CSC nomination cards (Optional Form 37) should bo submittrf by 
authorized agen<y representatives to the Director, Personnel Man- 
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agement Training Center, Bureau of Training, UB. Civil Service 
Commission, Washington, D.C. 20415. Confirmation of accepted nom- 
inations will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued, later. 

Other InformailoH 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain farther information by calling 34fi-6141, or code 183, 
extension 6141. 



CS-3005-PER 

PROGRAM PLANNING AND EXECUTION: EQUAL 
EMPLOYMENT OPPORTUNITY 



A 5-dUy pratnm tobekeU SirtfWr 25-27, 1962, hme 4-2, 
1969, ai the Civfl Service CoMHiMioii, I960 E Smct FIW. 



Deeeripdom 

Provides individuals responsible for equal employment opportonily 
programs an understanding of the interielaliondiips of these pro- 
grams and applicable Civil Service regulations; exemineB staffing 
processes, position managmnent, teaming, communications, and pro- 
gram evaluation in relation to achievement of program goals. 

Who Maty Attend 

Employees with specific responsibility for staff guidance in equal 
employment programs or for operating such programs. 

How To Moke HomdmeMome 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Persoimel Man- 
agnnent Training Cmter, Bureau of Training, UJS. Civil Service 
Commission, Washington, D.C. 20415. Confirmation of accepted n<nn- 
inations will be made in advance of each sessiem. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed in 
the program announcement to be issued later. 
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Other InformatUm 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 



CS^3006-PER 



THE FEDERAL EQUAL EMPLOYMENT OPPOR- 
TUNITY PilOGRAM AND THE COMMUNITY 



Chrfl S cn ric e Gmnniaaion 

SsiFke 

Slr c ei NW. 



OeeeripAtm 

Provides after-hours means for greater contact and dialogue between 
Federal dficials involved with planning and im|dementing the equal 
employment opportunity [Ht)gram, and min<Mity group leaders, 
educators, welfare officials, and others who play important roles in 
carrying forward the oommimity’s intwest in equal employment 
<qq>oitnnity. 

Who May Attemd 

Employees with specific respontibility for staff guidance in equal em- 
ployment programs or for operating such programs. 

How To Make No mi m at io m B 

CSC nomination cards (Optional Form 37) tiionld be submitted by 
authorized agency representatives to the Director, Persminel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
misfiimi, WaAington, D.C. 20415. CVmfinnaticm of accepted n<Mnina- 
tions will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcmnent to be issued later. 

OAor InformuMost 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will bo $85 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 
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CS*3008-PER 

SUPERVISION AND THE NEGOTIATED A^tEE- 
MENT 

Chrfl Serriee GmmdMkHi 

A3^ pragnatoWlicMNavaabcr 13-15, 1968, April 21-23, 

1969, at the Cml Serrice Coiamwrion, 1900 E Street NW. 

DeaeripiUm 

Provides supervisors who are “living under an agreement” with (1) 
an i^>preciation for the need to develop sound relations with employee 
groups (2) an understanding of their obligations, authorities, and 
i^>propriate conduct under the Executive order. 

IFAo Mmy Auemd 

Supervisors who now are living under a negotiated agreraient or those 
who expect to be witiiin the near future, and who have a need to gain 
increased knowledge about the philosophy and purpose of sound super* 
visory relations with onployee organizations and their represratatives 
are eligible to attend this prognim. 

Haw To Mdko NamdmoAama 

CSC nominaticm cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Perscmnel Manage* 
ment Training Center, Bureau }f Training, U.S. Civil Service Com* 
misnon, Washington, D.C. 201x5. Confirmation of accepted nomina* 
ticms will be made in advsmce of each sessicm. Deadline dates for 
receipt of nominaticms and confirmaticm of aoc^itance will be listed 
in the program announcement to be issued later. 

Other tmformalioH 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 pw participant. Agencies 
may obtain further information by calling 343-6141, or code 183, ex* 
tensicHi 6141. 
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CS-^3009l-PER 

MANAGEMENT AND THE NEGOTIATED AGREE- 
MENT 

CivO Service Gunmiidoii 

A 3*dajr pragran to be bdd October T— 9* 196S( Mardt IT— 19* 

1969, at die Ghrfl Service GHoniinoii, 1900 E Street NW. 

Detcriplion 

Provides Federal managers and their staff assistants with an appre- 
ciation of the need to develop sound relations with employee organi- 
ymi an understanding of their obligations, authorities, and 
appropriate conduct under Executive Order 1098c. 

Who May AUamd 

Managers who are resptmsible for directing the work of major seg- 
mrats of agency programs and who need increased knowledges of Ihe 
philosophy and purpose of sound employee-managwnent relations. 

How To Make HoadoationM 

CSC nmnination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mityinn^ Washington, D.C. 20415. Confirmation of accepted nomina- 
ti<ms will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in tlm program annonneem^t to be issued later. 

Other InforauMon 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 



CS-301O-PER 

advanced employee-management 
RELATIONS 

Civil Service Commiasioii 

A SJ.T »«««■ to W h*l No«-ker 
Service romniMriiwii 1900 E Street NW. 



tfeieripiltm 

Emphasizes the role of the employee relations officer in assisting 
management with employee relations and employ^mana^^t 
cooperation problems; discusses communication, morale and attiti^ 
surveys, and the solution of the more difficult human relations prob- 
lems; stresses the establishment of a climate in which such problems 

are minimized. 



Who May Auend 

Personnel specialists, GS-9 ftrou|#i 18, who hove had training or 
experience in the wnplpyee relations function. 

How To Make NombuMom 

CSC nomination cards (Optional Form 37) should he subimtted by 
authorized agency representatives to the Director, P^n^l 
ment Training Center, U.S. Civil Service Commssion, Washu^n, 
D C 20415. Confirmation of accepted nominations will be made in 
advance of each session. Deadline dates for receipt of nominations and 
confirmation of acceptance will be listed in the program announcement 

to be issued later. 



Other Infomuaion 

The cost of <he program will be prorated among the participating 

agencies. The cost to the agency will be $110 per participant 

may obtain further information by calling 343-6141, or code 183, 

extension 6141. 
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CS-3011-PER 

BSVESTIGATION OF COMPLAINTS OF DISCRIMINA- 
TION 

Civil Service Commissioii 

A 3-day program lo be held August 12—14, 1968, December 
11-13, 1968, April 16-18, 1969, at the OvU Serrice CommU- 
akm, 1900 E Street NW. 

De$cripdon 

Provides the special expertise needed in investigating discrimination 
complaints, through exploration of legal and regulatory requirements, 
social factors, and “patterns” which have exist^ and may continue to 
exist; provides practice in analysis of complaints, factr finding tech- 
niques, and recognition of underlying as well as evident factors, 
describes standards of adequacy of investigative reports. 

Who May Attend 

Employees who have significant responsibility for investigating 
discrimination complaints. 

How To Make Nomination$ 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S Civil Service Com- 
mission, Washington, D.C 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline da,tes for 
receipt of nominations and confirmation of acceptance will be li^ed in 
the program announewnent to be issued later. 

Other information 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 
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CS-3012-PER 
ADVERSE ACTIONS 
CivU Service Commission 

This course will have five one^alf daj s ess ions meeting each 
morning for a week. Sessimis are scheduled for Blaj 12—16,1969, 
at the Civil Service Cmnmission, 1900 E Street NW. 



lh$cription 

Provides informaticm on the historical and legal background and prin- 
ciples, procedures, and precedents involved in the Federal adverse 
action and reduction in force systems. 

Who May Attend 

Regulation writers, reviewers, counselors, advicors, and those who 
prepare letters dealing with adverse actions or reductions in force. 

How To Make Nominaliona 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline dates for 
receipt of nominations and confirmation of acceptance will be listed 
in the program announcement to be issued later. 

Other informoHon 

The cost of the program will be prorated among the particiapting 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-^141, or code 183, 
extension 6141. 



CS-3013-PER 

CONDUCT OF HEARINGS INVOLVINC ADVERSE 
ACTIONS OR DISCRIMINATION 

Civil Service CommiMion 

A 2-dar program to be hdd July 15—16, 1968, November 14—15, 

1968, March 6-7, 1969, at the Civil Service ComnuMion, 1900 E 
Street NW. 

DeacripUon 

Covers preparation for hearing; the hearing process; the function 
and resp>onsibilities of employee representatives, management rep- 
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resentatives, and committee members; role of witness^ relevancy of 
evidence; misconduct at hearings; the record; and review of the hear- 
ing record. 

Who May Attend 

Employees who conduct hearings or prepare instiructions on the con- 
duct of hearings. 

How To Make fiondnoHone 

CSC nomination cards (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Mana^ge- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Confirmation of accepted nomina- 
tions will be made in advance of each session. Deadline da^ for 
receipt of nominations and confirmation of acceptance will be listed in 
the program announcement to be issued later. 

Other information 

The cost of the program will be prorated among the participati^ 
agencies. The cost to the agency will be $60 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 



CS-^014-PER 

WORKSHOP IN EQUAL EMPLOYMENT OPPOR- 
TUNITY FOR CONTRACT COMPLIANCE SPECIAL- 
ISTS 

Civil Service Commission 

Four S-Smj scMions to be conducted in residoice on August 12- 
16, 1968; October 14-18, 1968; January 13-17, 1969; and 
April 14-18, 1969. 

Deecription 

Executive Order 11246 requires contractors doing business with the 
Federal Grovemment to practice equal employment opportunity. In 
order that Federal contract compliance officers better understand the 
spirit and intent of the order and its implications for a contractor’s 
personnel policies, the Office of Federal Contract Compliance, which 
has the administrative responsibility for Executive Order 11246, and 
the General Management Training Center have developed a seri^ of 
training courses. The training will be offered to all Contract compliance 
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specialists in the appropriate agencies. The workshops will provide 
an intensive training experience in such areas as: the background of 
minority group employment, official Federal policy, problems in equal 
employment opportunity, techniques of problem identification and 
analyses, and skills in conducting the compliance review. A substa,n- 
tial portion of the training will be devoted to the use of case studies 
and role playing situations to provide participants with experiences 
that approximate those most likely to be encountered in the field. 

Who May Attend 

This course is appropriate for persons actively engaged in the wm- 
pliance review function of their agency. Eligibility will be determined 
by the Office of Federal Contract Compliance and agency compliance 
administrators. Persons being nominated must be approved by the 
Office of Federal Contract Compliance before nomination forms are 
submitted to the Civil Service Commission. Mr. Ward McCreedy of 
OFCC, Department of Labor, (code 110-3414) may be contacted con- 
cerning participant eli^bility. 

How To Make Nominadom 

N<Mninations should be submitted by authorized agency representati ve 
to the Director, General Management Training Center, U.S. Civil 
Service Commission, Washington, D.C. 20415. Confirmation of m- 
cepted nominations will be made in advance of the program. Deadline 
dates for receipt of nominations and confirmation of acceptance will be 
listed in the program announcement to be issued at a later date. 



Other Information 

The cost of the program— $100 per person— will be shared by the par- 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies well in advance of the program. Agencies 
may obtain futher information from the General Management Train- 
ing Center, 343-6152, or code 183, extension 6152. 
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CS-3015-PER 

WORKSHOP FOR TITLE VI COMPLIANCE OFn- 
CERS 

Civil Service Commission 

A Snlay program to be offered as needed at the Civil Service 
ConimiMicMi. 

Description 

Title VI of the 1964 Civil Rights Act requires that federally assisted 
programs be administered on a nondiscriminatory basis. It has there- 
fore been necessary for agencies covered by Title VI to develop a com- 
pliance capability. The General Management Training Center, in 
consultation with the Department of Justice, will offer this course to 
give compliance officers training in the techniques and procedures of 
compliance review. Through the use of case study and role playing 
materials, this training seeks to emphasize the identification and anal- 
3 rsis of problems and the development of skills useful in conducting 
compliance reviews. Attention is also given to the social context in 
which the review takes place on the assumption that such information 
is prerequisite to an effective review. This course is designed to improve 
the ability of compliance specialists to recognize the causes and forms 
of discrimination in federally assisted programs and to develop the 
skill and knowledge appropriate to civil rights investigation and the 
negotiation process. 

Who May Attend 

Persons with a Title VI compliance responsibility are eligible for 
participation in this course. It is designed for compliance specialists 
and should not be regarded as a general civil rights training program. 
Compliance administrators may wish to avail themselves of this train- 
ing but they should be aware that the focus is on techniques useful 
primarily to field personnel. 

How To Make Nominations 

Nominations should be submitted by authorized agency representatives 
to the Director, General Management Training Center, U.S. Civil 
Service Commission, Washington, D.C. 20415. Confirmation of ac- 
cepted nominations will be made in advance of the program. Deadline 
dates for receipt of nominations and confirmations of acceptance will be 
listed in the program announcement to be issued at a later date. 

Other information 

The cost of the program — ^$100 per person — will be shared by the par- 
ticipating agencies. Announcements with more detailed information 
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will be sent to all agencies well in advance of the program date. Agen- 
cies may obtain further information from the Greneral Management 
Training Center^ 34S-6152, or code 183-6152. 



CS-3019-PER 

INTERVIEWING TECHNIQUES FOR CIVIL RIGHTS 
INVESTIGATORS 

Civil Service CommiMion 

A prognun to be held twice during the year. Dates and 

location will be announced later. 



DeneHpdon 

Contract compliance and Title VI investigators spend a large part 
of their time in the field interviewing contractors, program managers, 
employees, program recipients, local officials, civil rights leaders, and 
other persons connected with complaints being investigated. Their 
reports and conclusions usually depend quite heavily on these inter- 
views. Productive interviews can only be conducted when the inter- 
viewer has the neceesary skills and knows whom to interview, how to 
interview, how to write up an interview and what preparations to 
make prior to an interview. This course will be designed to equip 
the civil rights investigator with these skills. By means of lectures 
and role playing it will acquaint the investigator with sources of 
community data necessary for background material, with the actual 
mechanics of good interviewing, and with suggested forms for record- 
ing the interview. It will be oriented towards civil rights investiga- 
ions although much of the content will be relevant to other types of 
investigations. 

Who May Attend 

The program is intended primarily for Equal Employment Oppor- 
tunity Contract Compliance Officers and for Title VI Compliance 
Officers. 

How To Make NonUnaHon» 

Nominations will be submitted by the authorized agency official to 
the Director, General Management Training Center, U.S. Civil Serv- 
ice Commission, Washington, D.C. 20415. Deadline dates for nomina- 
tions and notification of acceptance will be listed in program an- 
nouncements to be issued at a later date. 
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Other InformatioH 

The cost of the program, not yet determined, will be prorated among 
the participating agencies. Additi<Mial information may be obtained 
by calling the General Management Training Center at 343-6152, 
code 183, extension 6152. 



CS-3007-PER 

SEMINAR IN LABOR-MANAGl 



I > 



NT RELATIONS 



Chrfl Senriee Commiaaion 




to be held 



13-15, 1969, at the Ovfl 



Descripdom 

Deals with problems and new deveh^nnrats which have arisen since 
the issuance of and establishment of programs imd^ Executive Order 
10988. 

Who May AUaid 

Employee-manageniMit relations cheers and oth^ who are directly 
concmied with the founnlatimi and directi<m of programs under 
Executive Ord^ 10988. 

How To Mtite flamimaAoiu 

CSC nomination cards (Opticmal Form 37) should be submitted by 
authorized agency representatives to the Director, Persinmel Man- 
agement Training Cent^, Bureau of Training, U.S. C5vil Sorvioe 
Commissi<m, Washington, D.C. 20415. Confirmation of aocq>ted nomi- 
nations will be made in advance of each sesdon. Deadline dates f(»* 
receipt of nominaticMis mid confirmation of acceptance will be listed 
in the program announcement to be issued later. 

Other Imformodom 

The cost of the program will be prorated among the participating 
aguicies. The cost to the agmey will be $85 per participant. Agencies 
may obtain further informati<Hi by calling 343-6141, or code 183, 
extension 6141. 



149 




CS-3017-PER 

THE ROLE OF THE MANAGER IN OCCUPATIONAL 
MENTAL HEALTH 

1U> come win weel oaee a week for 5 e oM emtier week*. Tfce 

fitil nr rliag iriH rnTrr ■ faH Amy- ihr nlktr fimr * *T 

acMkna onlf. The coarae beguM S^lCMkr 10, 196S, at the Ghril 
Service CoMMiMiom 1900 E Sinet NW. 



Deteriptiom 

Provides, under the guidance of mental health professionals, a con- 
ceptual and practical approach to assist the manage in recognizing 
and effectively dealing with common social and p^chological prob- 
lems among employees; identifies causes of problem behavior; dis- 
cusses resources available to the manager in coping with such problems. 

Who Mmy AUemd 

Managers, 6S-13 and above (cv equivalent) . 

How To Midke Norndmadotu 

CSC ncunination cards (Optional Form 37) should be sulnnitted by 
authorized agenqr r^resmitatives to the IHiectmr, Persmind Man- 
agement Training Center, Bureau of Training, UJS. Civil Service 
Commission, Washington, D.C. 20415. Confirmation of accepted 
n(Hninations will be made in advance of each season. Deadline dates 
for receipt of nominations and confirmation of acceptance will be 
listed in the program announcement to be issued later. 

OAor tufonooHom 

The cost of the program will be prorated among the participating 
agencies. The cost to the agency will be $85 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 



CS-3018-PER 

APPLYING BEHAVIORAL SCIENCE RESEARCH TO 
PERSCMVNEL MANAGEMENT 

Gril Serriee Commi— ion 

A 6-dmj pnggmm tmeenmg once a week for 6 u wMe ct i r e weeks 
beghudne Jaraaiy 14> 1969, at the GvU Service CnomiMimii 
1900ESinetNW. 

DeaeriptUm 

IMsctiases implications of current behavioral science research for per- 
sminel management; relates research findings to current issues and 
problems in Federal personnel programs; provides basic understand- 
ing of the uses of research in ^e solution of personnel m a n agem e nt 
problems. 

IFJbo Magr Auemd 

Persmmel officers and line managers, 6S-13 and above (or equivalent) . 

Earn To Mdkm Nomimali om a 

CSC nennination cards (Optional Form 37) should be submitted by 
authorized agenqr representatives to the Director, Personnel Manage- 
moit Training Center, Bureau of Training, TJ.S. Civil Service 
Commission, Washingtim, D.C. 20415. Ctmfirmation of accepted nenni- 
nations will be made in advance of each session. Deadline dates for 
receipt of nominatiems and confirmation of acceptance will be listed 
in the program announcement to be issued later. 

Ofher tnformoAm 

The cost of the program will be prorated amemg the participatmg 
agencies. The cost to the agency will be $120 per participant. Agencies 
may obtain further information by calling 343-6141, or code 183, 
extension 6141. 
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AF-OS-PER 

BASIC PLACEMENT AND EMPLOYEE-MANAGE- 
MENT RELATIONS COURSE 

Department of the Air Foree 

A S-week come to be ehfco at the USAF PcnoBiMl Devdopmeat 

Goner* IfazweD Air Foree B— e , Mmagotmttj, Ala. 

Deuripiion 

This course is designed to indoctrinate and train perswinel tedinicians 
in fnndamMital approaches, procedures, skills, and tediniques essra* 
t-ial to the procuremait and maintenance of an effective work force 
and the development of the basic skills required, and a working 
knowledge of the technical procedures employed. A partial list of 
the subjects covraed indude: Recruitmoit, qualificatitm standards, 
vouchering, test a dminis tration, merit preunotion programs, human 
relations, union-management relatitms, cmduct and discipline, inter- 
viewing, performance evaluatiem, problem solving, reductions in 
force, incmitive awards, equal employrment opportunity, and r^ula- 
tory procedures. 

IFho May Auead 

Although this course is scheduled primarily to meet Air Force needs, 
a limited number of employees from other agendes may attend. 
Employees who are or will be asdgned as specialists in placement and 
Mnplnyefe- manag Mn«nt. relati<ms may attend. 

Ham To Make NamiaationM 

Nominati<ms should he made by Idter to the iMrector, USAF Per- 
smmel Development Cent«r, Building 505, Maxwell Air Force Base, 
Ala. 36112, 30 days prior to course starting date, stating the name, 
title, and grade of the onployee and briefly, the nature and scope of 
his placement and employee-managwnent relations responsibilities. 
Agencies will be givrni early notifleatiem of apfuroved nmninees and 
provided further ddails. 

Other InformatUm 

No cost to agencies. 
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AF-06-PER 

ADVANCED PLACEMENT AND EMPLOYEE-MAN- 
AGEMENT RELATIONS 

Department of the Air Force 

A 2-weA coune to be giTcn at the USAF Penoand Center, 

Maswell Air Force Base, Montcomeiy, Ala. 

De$cHption 

This course is designed to improve the effectiveness of experienced 
placement and employee-management relations specialists. Its pur- 
pose is to teach the more advanced and difficult phases of the overall 
administration of the prognun area, with major stress placed on plan- 
ning, cmiducting, and evaluating an integrated program of plani^ 
assistance to supervisors. T^ical subjects emphaazed include : in- 
tegrati<Hi of the program with other civilian perswmel office functimis; 
program coordination with other staff offices; supervisors acceptwee 
of management resp<Misibilities; equal employ mwit opportunity; 
imi nin- nianag i Bm ent relations; and professicmal self-improvement. 

IFho May Attend 

This course is d esign ed primarily to meet Air Force needs; however, 
a limited number of employees from other agimcies may attend. Place- 
i pcnt and wnployee relations specialists who have performed at the 
journeyman level for a year and others who have staff surveillance over 
placMnent and employee-managMnwit relations programs may att^d. 

Ham To Make ttondnadone 

Nmninations should be made by letter to the IMrector, USAF Per- 
sonnel Development Center, Building 505, Maxwell Air Force 
Ala. 3611?-, 30 days prior to course starting date, stating the name, title 
and gride of the employee, and, briefly, the nature and scope of his 
personnel responsibilities. Agraicies wiU be given early notification 
of approved nominees and provided further details. 



Other Information 

No cost to agencies. 
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Retireflient and Insurance 



CM-Ol-PER 

RETIREMENT PLANNING SEMINAR 

Department of Commerce 
Domestic and International Business 

A 124ioar program conauting of riz acMions of aH^r oaim atal y 
2 hoiira each — ^Moodaya, Tucadaya, Wcdneadajra. Scaaiona are 
held at the Main Cmnmerce Bnilding, 14lh and Gonatitation Ave* 
nne NW. Iliia aeminar wiU he offered in the apring and falL 



Description 

This prognun is designed to assist individuals in planning for retire- 
ment whether it be within the next year or five years. It will provide 
a setting for discussing ideas, points of view and problems of retire- 
ment with othw career employees and with subject matter specialists. 
Subjects to be covered include attitude, health in later years, social 
security, taxes, investaieats, life insurance, housing, banking and the 
legal aspect of retirement. Efforts will focus on reassessment of priori- 
ties and values within the ccHitent -of the changing individual needs 
and re^nsibilities. 

IFAo May Attend 

This program is primarily for Domestic and International Business 
area employees of the DqMurtment; however, if space permits, employ- 
ees of other agencies wM be accepted. Prefermce will be given to 
Ehnployee Development Officers who have the responsibility for 
developing a similar program for their agencies. 

How To Make Nominatione 

Nominations, listed in priority order, dmuld be made to the Director, 
Perscmnel Division for Domestic and International Business, Main 
Commerce Building, Washington, D.C., Attention: Employee Devel- 
opment Branch, stating the employee’s name and title. 

Other information 

This aeminar is offered at no cost to other agencies. Agencies may 
obtain further information from Mrs. Jane deLauder, code 189 (WO 
7-5659 or 5536), extension 5659 or 5536. 
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TR-Ol-PER 

RETIREMENT PLANNING PROGRAM 
Treasuty Department 

A 14>hoar conne in seTcn seMimUf 2 honn each, to be hdd once 
a week beginnina in ApriL Special date* and location to be 
annonneed. 



Dm$crip9ion 

This program is designed to provide employees with information about 
those things which they must cimsider in planning for their retire- 
ment, rather than to encourage .early retirement. Discussions will 
center chi the b^efits and service to which retirees are entitled, spe- 
cial problems they may face, and the ways and means these problems 
can be minimized. 

Who May Attend 

This program is <H>nducted primarily for employees of the Office of 
the Treasurer who are now eligible, or who will be eligible within 
ten years for retirement. A limited number of spaces are open to 
employees of other agencies. 

How To Make NombuOiont 

Inquiries Should be directed to Gertrude N. Worcester, Employee 
Development Branch, Personnel Administration Office, Office of the 
Treasurer, U.S., WO 4-2610, or code 184, extension 2610. 

Other Information 

No cost to agencies. 
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Communications 

SpeMv 



CS-9014-COM 

effective briefinc techniques 

Civfl Service Commusioii 

A 5-d*7 courte to be offered bimonthly at the CWl Senrice Com- 
mimion, Washington, D.C 



DeicHption 

This course is designed for Federal employee who ^ve oral reports. 
Through video tape presentations, each participant is encouraged to 
obiectively appraise his own oral presentations. The course plac^ 
emphasis on obtaining the desired audience reaction. Topics include 
how we communicate, how to avoid communication problems, how 
to prepare and deliever briefings, how to analyze the audience, and how 
to prepare visual aids. 

Who May Attend 

Federal employees, GS-12, and above (or equivalent) who brief higher 
level officials, colleagues, or subordinates. 

How To Make Nondnadont 

Nominations should bo submitted by authorized agency represen^ives 
to the Director, Communications and Office Skills Training Unter, 
Bureau of Training, U.S. Civil Service Commission, Washington, 

D.C. 20415. 

Odter information 

The cost will be shared by the participating agencies. The prorated 
cost will be $125 per person. Announcements with more detailed infor- 
mation will be sent to all agencies well in advance of the course. 
Nomination deadline dates will be listed in the announcements. 
Agencies may obtain further information from the Director, Com- 
munications and Office Skills Training Center, 343-7354, or code 183, 
extension 7354. 
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CS-9000-CON 

SEMINAR ON IMPROVING COMMUNICATIONS 
WITH THE PUBUC 
Civil Service CommiMion 

A l*d«y program i^ered twice a year at the GvU Service Cominii* 

■km, Washington, D.C 

De$ctiption 

This program is designed for Federal employees who have sigjnificant 
responsibilities for public communications. It is conducted to help 
Federal agencies in their efforts to carry out the President’s campaign 
to provide helpful, responsive, and efficient service to the public. The 
objectives of the program are: (1) To convey the message of the Presi- 
dent’s concept of, and concern for, service to our publics; (2) to 
increa-«^e the participants’ knowledge of the communication process; 
and (3) to provide insights into communication problems and ways 

of handling them. 

Who May Attend 

Federal employees, GS-7 or above (or equivalent) who have signifi- 
cant responsibility for contacts with the public. 



How To Make NomintOUnu 

Nominations i^ould be submitted by authorized agency representa- 
tives to the Communications and Office Skills Training Center, Bureau 
of Training, U.S. Civil Service Commission, Washington, D.C. 20415. 

Other information 

The cost of the program— $15 per person— will be slmred by the par- 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies well in advance of the program. Nomina- 
tion deadline dates will be listed in the announcements. Agencies 
may obtain further information by calling 343-7354, or code 183, 
extension 7354. 



CS-9001^0M 

TECHNIQUES AND METHODS FOR IMPROVING 
PUBUC COMMUNICATIONS TRAINING 

Civil Service Commusion 

A S^j program to be offered twice a year at the Qyil Service 
GimmiMion, Washington, D.C. 



De§criptUm 

The general objective of the seminar will be to explore in detail the 
various elements of oommunications, and to analyze and discuss com- 
munications training techniques and methods that have been developed 
by Federal agencies. The format will combine lectures and discus- 
sions with actual demonstrations of training programs. Emphasis 
will be on new approaches to the problems of public communications 
training. 

Who May Attend 

Federal employees^ GS-11 and above (or equivalent) , who have signif- 
icant responsibilities for developing training plans to improve their 
agencies’ communications with the public may be nominated for this 
program. 

How To Make NominationB 

Nominations should be submitted by authorized agency representa- 
tives to the Director, Communications and Office Skills Training 
Center, Bureau of Training, U.S. Civil Service Commission, Washing- 
ton, D.C. 20415. 

Other information 

The cost of the program — ^$125 per person — ^will be shared by the 
participating agencies. Announcements with more detailed informa- 
tion will be sent to all agencies well in advance of the program. 
Nomination deadline dates will be listed in the announcements. Agen- 
cies may obtain further information by calling 343-7354, or code 183, 
extension 7354. 
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HEM)3-COM 

TELEPHONE TECHNIQUES 
Social Security Administration 

A IH'hoor coone conducted on a needed bads by tbe Social 
Security Administration, 6401 Security Boulevard, Baltimore, 

Md. 21235. 

Description 

A short couree in the proper techniques of using the telephone; it 
covers placing of calls, development of a call, termination of a call, 
answering a call promptly and with proper identification, transfer- 
ring a call, taking messages, telephone manner, and proper proce- 
dures for u sitig the Federal Telecommunications System (FTS). 

Who May Attend 

This course is primarily for SSA employees who use the telephone in 
their work; however, if space permits, qualified employees of other 
agencies will be accepted. 

How To Matte Nominationt 

Nominations should be made to the Social Security Administration, 
Office of Administration, Division of Employee Development, area 
code 301, 944-5000, extension 5393, or on IDS code 130, extension 
5393. 

Other informadon 

There is no charge for the course. 



Writing 



VA-4)2-COM 

BETTER LETTER REFRESHER 
Veterans Administration 

An 8«bour course to be offered March 17, 18, 1969. Training ses- 
sions will begin at 8:15 a.m. on the designated days. This course 
will be conducted at Veterans Ad m i n istration Central Office, 

Room 200, Vermont Avenue and H Street NW., Washington, D.C. 

Description 

This course is for those individuals who have previously completed 
the VA “Better Letters Course” or similar course and desire a re- 
fresher in the 4-S Principles. 
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Who May Attend 

Any person who has completed in the past, the VA 4r-S Letters, 
ter Letters” or similar course and desires a refresher course in princi- 
ples involved. The applicant should presently be engaged in the task of 
initiating and drafting correspondence requiring expansion of skills 

in this area. 

How To Make NotninationB 

For information regarding nominations, call code 148, extension 3101 
or write Employee Eolations and Training Division, Central Office 
Personnel Service, Veterans Administration, 810 Vermont NW., Wash- 
ington, D.C. 20420 (Stop 73). 

Other Information 

This course is primarily for Veterans Administration employees; how- 
ever, qualified nominees from other agencies will be accepted as space 
requirements permit. 



GS-55.02-COM 

TECHNICAL ASSISTANCE WORKSHOPS 
FORM AND GUIDE LETTERS (2A) 

General Services Administration 

Three one-half day seasiona, acheduled to meet agency demand. 



Deecripdon 

This workshop is designed to improve productivity and at the same 
time achieve a degree of simplicity and standardization in the prep- 
aration of repetitive correspondence. Demonstrations and simulated 
problems highlight the development of a predesigned reply system 
which includes both pattern or guide lettei-s and form letters. 

Who May Attend 

Personnel having responsibility for operations where letter writing 
represents a significant portion of the total workload are eligible. 

Ifotc To Make NonUnationa 

Nominations should be submitted through agency employee develop- 
ment officers to the Paperwork Standards and Automation Division 
(NRP), Room 604 , National Archives Building, Washington, D.C. 



294-886 0—68 12 
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20108, r ising OptiwMil Foim 37, Nwnination-Registration for 
Training. 

Other informtOion 

No cost to agencies. Specific dates and locations will be announced. For 
further information call area code 202, 963-1154, or code 13, extension 

34154. 



GS-^.03-COM 

TECHNICAL ASSISTANCE WORKSHOPS 
CORRESPONDENCE MANAGEMENT (2B) 

General Senrieea Administration 

Five ooe-half &my schedakd to wM aamcjr 6tvmnd. 

De$eriptUm 

This workshop develops the need for a correspondence management 
program and how to design it. It deals with the costs of written com- 
munications, how to reduce these costs, and how to provide the reader 
with letters that achieve clarity, brevity, power, and empathy. 

Who Mmy Attend 

Personnel responsible for sizeable correspondence operations are eligi- 
ble to attend. 

How To Make Nominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Paperworic Standards and Automation Division 
(NRP), Room 604, National Archives Building, Washingt^, D.C. 
20408, using Optional Form 37, Nomination-Registration for 

Training. 

Other information 

No cost to agencies. Specific dates and locations will be announced. 
For further information call area code 202, 963-4154, or code 13, 
extension 34154. 
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GS-55.04-OOM 

TECHNICAL ASSISTANCE WORKSHOPS 
DIRECTIVES SYSTEMS IMPROVEMENT (4A) 

General Senriees Admiiustration 

A 2-day workshop, tchedaled to meet agency demaiML 



DeaeHptiom 

The workshop is designed to enhance the responsiveness of agency 
personnel to executive decisions by improving the communication of 
policy, procedures, and instructions in tiie clearest, most effective man- 
ner. It concentrates in the areas of directives planning, organizing, 
writing, illustrating, and editing. 

IFAo May Anend 

Any managmnent (^cial is eligible to attend who either originates 
directives or manages or cerates a directives qrstem. 

Han To Make Nominalknu 

Nominatkms should be satunitted through agency employee devel<^ 
ment <^cers to the Paperworit Standards and Automation Division 
(NRP), Room 604^ National Archives Building, Washington, D.C. 
20408, using Optional Form 37, Nomination-Registration for 
Training. 

OAer imformuMon 

No cost to agencies. Specific dates and locations will be announced. 
For further information call area code 202, 963-4154 or code 13, 
extension 34154. 



GS-55.05-COM 

TECHNICAL ASSISTANCE WORKSHOPS 
HOW TO IMPROVE WRITTEN INSTRUCTIONS (4B) 

General Services Administration 

Fhrc iMi r hsl f-dey ■ c Mio m, adicdeled le M ert eg w i ry d ci— d 
DeaeriptUm 

This woikshop stresses the planning needed to produce effective in- 
structions *nd analyzes the cost of wnttoi instructions that are easily 
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undentood and that an effective in producing the desired results. 
Participuits spend connderable time in applying the principles and 
techniques presented to actual and potential situations requiring writ- 
ten instmctioDS. 

Who May Attend 

All persons who writPy review, or approve written instructions are 
eligible for this presentatimi. 

Ham To Mdke Nominadont 

Niuninations should be submitted through agency onployee develop- 
ment dficers to the Paperwork Standards and Automati<m Divirion 
(NBP), Room 604, National Archives Building, Washingtcm, 
D.C. 20408, using Optional Form 37, Nomination-Registration for 
Training. 

Other Information 

No cost to agencies. Spedfic dates and locati<His will be announced. 
For further information call area code 202, 963-4154 <mt code 13, ex- 
tenrion 34154. 



CS^9002-GOM 

WRITL^G REGULATIONS FOR PUBUC 
STANDING 






Qvil Service CommiisHW 

A 3-day acMinar and woriuhop to be held qaattcriy at die 
Gvfl Scnriee CnmiMioii, Wadiingtoa, D.C. Spedfic dates will 
he anitoaaceiL 



Dereription 

This workshop introduces a systons approach to writing more nnder- 
stuidable regulations and explanations of regulations. The woikshop 
will include sessions in which : (1) The steps of this approach are ex- 
plained and discussed; (2) the participants actually apply the steps 
to regulations of their own agencies; and (3) examples of the students* 
work are discussed and analyzed. The discussion and analyris will be 
in terms of: (1) Organizatitm and Senten^ Structure; (2) People: 
The Audience for the Regulation ; (3) Word Selecti<m. 

Who May Attend 

Federal employees, 6S-9 and above (or equivalent), who are resp<m- 
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sible for the writing of operating manuals, guides, etc., as well as tho« 
responsible for interpreting rules, regulations and laws to the public 
are eligible to attend this course. 

How To Mdte Notninatioiu 

Nominations should be submitted by authorized agenqr representatives 
to the Communications and Office Skills Training Center, Bureau of 
Training, U.S. Civil Service Cmnmission, Washington, D.C. 20415. 



Other tnformalloH 

The cost of the workshop — $125 per person — ^will bo shared by the 
participating agendas. Announcements with more detailed informa- 
tion will be sent to all agencies well in advance of the program. Noim- 
nation deadline dates will bo listed in the announcements. Agencies 
may obtain further infcwmation by calling 343-7354, or code 183, ez- 
tensimi 7354. 



CS^9003^M 

WRITING EFFECTIVE LETTERS 
Gefl Serviee Commiisioii 

A coww lo k offcfed once a iMiBlh at the CSvU Senr^ 

DereriptioH 

This course is dedgned to aid letterwriters by: (1) Stressing the 
value of effective letters to the reader, the writer, the agency airf the 
Federal Government; (2) pointing out principles of effective writing; 
(3) giving participants practice in applying the« principles; and (4) 
enalUing participants to diagnose their own writing. 

Who May Attead 

Federal employees, GS-7 throu^i GS-12 (or equivalent), who have 
significant respondbility for writing letters may be nominated for 
this workshop. 

Hon To Make Nondaadon» 

Nominations should be submitted by authorized apncy rep^ntatives 
to the Director, Communications and Office Skills Training Center, 
Bureau of Training, U.S. Civil Service Commission, Washington, 
D.C. 20415. 
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Other information 

The cost of the worksh(^> — $100 per person — will be shared by the 
participating agencies. Announcements with more detailed informa- 
tion will be sent to all agencies well in advance of the program. Nomi- 
nation deadline dates will be listed in the announcments. Agencies 
may obtain further information by calling 343-7354, or code 183, 
extoision 7354. 



CS-9004-COM 

EFFECTIVE LETTERWRITING FOR MANAGEMENT 
Civil Service Conuniasion 

An IS-lMNir eonrae to be giTcn bi-monthlr at die Qvil Senri « 
CommiMion, Washington, D.C 

Deaeripdon 

This workslu^ is designed to aid managers who either write or re- 
view letters by: (1) Explaining mid illustrating effective principles 
for writing Ckivemmmt letters ; (2) racouraging participants to i^ply 
these principles under the guidance of experts; (3) giving participants 
techniques for editing and review. 

Who May Attend 

Federal executives, GS-13 and above (or equivalent), may be nomi- 
nated for this course. 

How To Make NominaHone 

Nimiinations should be sulnnitted by authorized agenqr representa- 
tives to the Director, Ccmimunications and Office Skills Training 
Center, Bureau of Training, U.S. Civil Service Commissi(Mi, Washing- 
ton, D.C. 20415. 

Other information 

The cost of the pr(^ram — $125 per person — will be shared by the par- 
ticipating agencies. Announcements with more detailed informatiem 
will be sent to all agencies well in advance of the program. Nmni- 
nation deadline dates will be listed in the announcements. Agencies 
may obtain further information by calling 343-7354, or code 183, 
extension 7354. 
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CS-9016-GOM 

WORKSHOP IN TECHNICAL WRITING 
Civil Service Commiseion 

A ZSAumr course to be offered once each quarter at the Ciril 
Service Conmiissioii, Washingtoii, D.C 



Dfitcription 

This workshop is designed to help the technical writer erwte dear, 
concise, readable copy. Among the topics discussed are («0 The Road 
to Effective Communications (b) Words, The Tools of Conmuni^- 
tion; (c) Paragraphs, The Building Blocks of Communications (d) 
Organization : The Key to Effective Communications; ( b ) Orgwuza- 
tion Procedure; (f) Getting It Down (g) Gett^ 

(h) Getting It Into the Reader’s Mind (i) Making It Stick m the 

Beer’s Mind. 



The class approach is functional; the objective is pr^ical. Partici- 
pants, therefore, are encouraged to discuss their individual wnting 
projects and are asked to bring samples of their work for discussion and 

analysis. 



Who May Attend 

Federal employees, GS-U and above, vrtio write engineer^ 
sci^tific papers, technical specifications, instructional handbooks, an 
other technical communications are eligible to attend. 



How To Make fiomkuOionM 

Optional Form 37 (Nomination-Registration for Training) should be 
submitted by authorized agency representatives to the Commumca- 
tions and Office Skills Training Center, Bureau of Trammg, XT.S. Cml 
Service Commission, Washington, D.C. 20415. 



Other Informadon 

The cost of the workshop— $150 a person— will be shared by the par- 
ticipating agencies. Further information may be obtamed by calling 
code 183, extension 7354, or 343-7354. 
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HE-Ol-COM 



EFFECTIVE WRITING FOR ADMINISTRATIVE 
COMMUNICATIONS 

Social Security Administration 

A 244iour course consisting of twelve 2-hour sessions conducted 
once a week for 12 weeks or twice a week for 6 weeks, bjr the 
Social Sccuritjr Administration, 6401 Sccuritjr Boulevard, Balti- 
more, Md. 21235. Courses are normally scheduled quarterly dur- 
ing each fiscal jrear. 

De$cripdon 

This course is designed to provide training in the basics of good writ- 
ing — ^the theory and practice of writing, organizing facts and ideas for 
writing, focusing the meaning, achieving vigor, and pruning excess 
verbiage. A large part of the course consists of writing practice and 
assignments. A critique on writing is held during the concluding 
session. 

Who May Attend 

Individuals, GS-7 through GS-14, who are responsible for dictating 
or writing letters and memoranda, or who review them, should be 
considered. 

How To Make Nominatione 

Nominations should be made to the Social Security Administration, 
Office of Administration, Division of Employee Development, area 
code 301, 944-5000, extension 5393, or on IDS code 130, extension 5393. 

Other Information 

Cost per participant $50. 



Reading 



CM-Ol-COM 

READING IMPROVEBIENT 
Department of Commerce 

A SB-hour course consisting of 1^-hour sessions daily for 4 
weeks, with courses normally scheduled at least once a quarter at 
the Patent Office, Crystal Plaza, Arlington, Va. 

Description 

This course is designed to improve the reading efficiency of employees. 
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Particular emphasis is placed on the increased comprehension of semi- 
technical and technical material. 

Who May Attend 

This course is designed primarily for any employee whose work in- 
volves a substantial amount of reading. 

How To Make Nondnation§ 

Nominations should be made by letter to the Employee Development 
Officer, Patent Office, Main Commerce Building, Washington, D.C. 
20231. 

Other information 

The cost of the training per person will be $50. Each nomination should 
specify the finance officer having responsibility for payment. Inquiries 
regarding this course may be directed to the Employee Development 
Branch, Patent Office, 557-3431, or code 181-3431. Classes are limited 
to 14 persons. 



HE-4)2-COM 

READING IMPROVEMENT 
Social Security Administration 

A 24Jioar course cfmsistiiia of two 1^-hour sessions per week 
for 8 wedu, with courses normally scheduled during the fall, 
winter and spring months by the Social Security Administration 
at 6401 Security Boulevard, Baltimore, Md. 21235. 

Description 

The courses are designed to improve reading efficiency and to enable 
participants to become familiar with techniques which are related to 
reading, such as skimming, scanning and prereading. The emphasis 
is on improvement in comprehension, as well as increase in speed. 

Who May Attend 

This program is open to all Government employees who must do a great 
amount of reading in their jobs, and whose supervisor feels he would 
benefit from such a course. 

How To Make Nominations 

Nominations should be made to the Social Security Administration, 
Office of Administration, Divisimi of Employee ^velopment, area 
code 301, 944-5000, extension 5393, or on IDS code 130, extension 5393. 

Other tnfornuttion 

There is no cost to agencies. 
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Office Skills and Practices 

Secretarial Skills 



TR-Oa-ADM 

GREGG SHORTHAND THEORY REVIEW COURSE 
Treasury Department 

A 6-week coorfe, coniuting of 18 1-hoor seMioiUt to be held 
tluee times a weA — ^Mondaj, Wednesdaj, and Fridaj — and to 
be scheduled as needed- 

DcMcHption 

This course is designed for those who need better shorthand vocabu- 
laries and greater outline accuracy. It includes an intensive review of 
the principles of Gregg Shorthand Simplified. 

Who May Attend 

The course is conducted primarily for Internal Revenue Service cleri- 
cal employees. Some spaces are open to clerical employees from other 
agencies. Participants must have had previous training in Gregg 
Shorthand and must have completed either the Gregg Shorthand 
Manual Simplified; the Gregg Shorthand Manual, Anniversary 
Method; or the Gregg Shorthand Manual, Diamond Jubilee Series. 

How To Make Nondnotione 

Nominations should be made by letter to the Chief, National Office 
Training Branch, Internal Revenue Service, Room 1315. Inquiries 
may be directed to Miss Ruby M. Bennett, WO 4-3931, or code 184, 
extension 3931. 

Other Informadon 

This course is offered at no cost to agencies. Twenty trainees are en- 
rolled in each class. We recommend that those satisfactorily complet- 
ing the course attend a 20-hour Shorthand Refresher Dictation Course 
which is offered upon completion of the theory review course. 
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TR-04-ADM 

SHORTHAND REFRESHER DICTATION COURSE 
Treasury Department 

A 4-week course, comprising 20 1-hour sessions, to be held Mon- 
day through Friday and to be scheduled as needed. 

De$cHption 

This course is offered to clerical employees wishing to increase their 
stenographic skills. It includes practice dictation, dictation for tran- 
scription, and study of office terminology and shortcuts. 

Who May Attend 

The course is conducted primarily for Internal Revenue Service em- 
ployees. Some spaces are open to clerical employees from other agen- 
cies. Participants must have a sufficient knowledge of shorthand theory 
to take dictation at a minimum rate of 60 words a minute. 

How To Make NominaSUnw 

Nominations should be made by letter to the Chief, National Office 
Training Branch, Internal Revenue Service, Room 1315. Inquiries 
may be directed to Miss Ruby M. Bennett, WO 4r-3931, or code 184, 
extension 3931. 

Other Information 

This course is offered at no cost to agencies. Twenty trainees are 
enrolled in each class. 



TR-06-ADM 

TYPEWRITING REFRESHER TRAINING COURSE 
Treasury Department 

A 4-week course, consisting of 20 1-hour sessions, to be held 
Monday through Friday and to be scheduled as needed. 

Description 

This course is offered to clerical employees wishing to increase their 
typing skills. It includes drills for accuracy development and speed 
building; copying from rough draft; centering of words; and prac- 
tice exercises in typing tabulations, master copies, letters, and 
memorandums. 
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Who May Attend 

The course is conducted primarily for Internal Revenue Service em- 
ployees. Some spaces are open to clerical employees from other agencies. 
Participants must be familiar with the typewriter keyboard and have 
a knowledge of typing. 

How To Make Nomination$ 

Nominations should be made by letter to the Chief, National (Mce 
Training Branch, Internal Revenue Service, Room 1315. Inquiries 
may be directed to Miss Ruby M. Bennett, WO 4-3931, or code 184, 
extension 3931. 

Other Information 

This course is offered at no cost to agencies. Twenty trainees are 
enrolled in each class. 



CS-9011-COM 

SECRETARIAL TECHNIQUES 
Civil Service Commission 

A 5«dUir coune to be offered bimonthly et tbe Civil Service 
ComniiMion, Washington, D.G 



De$cription 

This course is designed to analyze the duties, responsibilities, and 
dimensions of today’s Government secretary. (During the workshop 
seminar the secretary will exchange, present, and assemble technical 
secretarial information ; refresh and reinforce the essential office con- 
cept; and stimulate an interest in striving toward increased office 
efficiency, job satisfaction, and applied secretarial dimensions.) The 
program will cover areas such as responsibility, communications 
(writing, reading, listening, and speaking) — Shuman relations, tech- 
nical skills (grammar, spelling, capitalization, punctuation, typing, 
and shorthand), public relations, office management, and job satisfac- 
tion. The workshop seminar includes lectures, projects, case studies, 
problem analyses, and panel discussions. 

Who May Attend 

Government Secretaries, Clerk-Stenographers, Clerk-Typists, GS-5 
through GS-7 may be nominated for the course. 
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How To Make Nominatiotu 

Nominations should be submitted by authorized agency representatives 
to the Director, Communications and Office Skills Training Center, 
Bureau of Training, U.S. Civil Service Commission, Washington, D.C. 
20415. 

Other Information 

The cost of the workshop will be shared by the participating agencies. 
The prorated cost will be $90 per person. Announcements with moi-e 
detailed information will be sent to all agencies well in advance 
of the program. Nomination deadline dates will be listed in the an- 
nouncement. Agencies m<iy obtain further information from the 
Director, Communications and Office Skills Training Center, 343-7354, 
or code 183, extension 7354. 



CS-9005-ADM 

BETTER OFFICE SKILLS AND SERVICE 
Civil Service Commission 

A 24-hour program to be offered September 18-27, October 
9-18, October SO-November 8, December 4-13, 1967, and 
January 8-17, February 5-14, March 5-13, April 8-17, May 
6-15, June 3—12, 1968, at the Civil Service Commission, Wash- 
ington, D.C. 

Deecription 

This course will take the clerical employee through an 8-hour working 
day by discussing the problems and assignments that are normally 
encountered during that 8-hour period. Group discussions, practical 
exercises, case studies, incident studies, and lectures will be included 
in the course. The program will cover such topics as: Your Role as a 
Clerical Communicator; Office Grammar; Telephone Techniques; 
Office Diplomacy; Paperwork Management; Use of Office Reference 
Aids; Grooming; Government Style Practices; Human Relations; 
and Clerical Competence. 

Who May Attend 

Secretaries, as well as Clerk-Typists, Clerk-Dictating Machine Tran- 
scribers, Clerk-Stenographers, and other clerical employees, GS-2 
through GS-4, whose duties inevitably lead them into the secretarial 
sphere, may be nominated for the course. 
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How To Make Nominatioiu 



Nominations should be submitted by authorized agency representatives 
to the Director, Communications and Office Skills Training Center, 
Bureau of Training, U.S. Civil Service Commission, Washington, 
D.C. 20415. ^ 



Other Information 

'^e cost of the program— $95 pe»- person — will be shared by the par- 
ticipating agencies. Announcem* iits .vith more detailed information 
will be sent to all agencies well in advance of the program. Nomina- 
tion deadline dates will be listed in the announcements. Agencies may 
obtain furtl»er information from the Director, Communications and 
Office Skills Training Center, 343-7354, or code 183, extension 7354. 




CS-9006-ADM 

ADVANCED SECRETARIAL TECHNIQUES 
tivfl Service Conmuaekm 

A program to be offered bimotehiy at the Qvil Service 

C omm i mi oii, Wo e h ht gloii, D.C 



Deaeripdon 

The purpose of this seminar is to bring to the secretary’s attention 
new ideas and practices that could be beneficial in maintaining a pro- 
ductive, progressive office. The course is designed to provide Fed- 
eral secretaries with formal training to refresh their thinking, as well 
as the opportunity to share new techniques and ideas with other 
secretaries and members of the guest faculty. 

Who May Attend 

This course is designed for Federal employees, 08-^5 and above. Sec- 
retaries as well as administrative assistants, staff assistants, and ad- 
ministrative aides who perform secretarial duties may be nominated 
for the program. 

How To Make Nominationa 

Nominations should be submitted by authorized agency representa- 
tives to the Director, Communications and Office Skills Training 
Center, Bureau of Training, UJ5. Civil Service CcMnmission, Wash- 
ington, D.C. 20415. 
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Other Information 

The cost of the program— $90 per person— will be shared by the par- 
ticipating agencies. Announcements with more detailed infcmnatiMi 
will be sent to all agencies well in advance of the program. Nomina- 
tion deadline dates will be listed in the announcements. Agencies 
may obtain further informatir^ by calling 343-7354, or code 183, 
extension 7354. 



CS-9012-GOM 

WORKSHOP IN EFFECTIVE ENGLISH 
Civil Sendee Commisaion 

A 244MNir coofse to be offered onee a month at the Civil S er vic e 
Dereripdon 

This course is designed fmr Government clerical and secretarial per- 
sonnel and others who write, transcribe, edit or review correspmidence. 
"Worksh(^ in Effective English” offers clerical and secretarial per- 
sonnel an opportunity to brush up on the fundamentals of good 
English. Grammar will be presented as it is used in Government 
writing so that employees can apply the principles to their daily 
woric. At the conclusion of “Workshop in Effective Engli^,” students 
should be able to help their agencies acquire higher quality 
correspondence. 

Who May Attend 

Federal clerical, and secretarial personnel, GS-t and above, and others 
who write, transcribe, edit or review corre^mndenoe. 

How To Make NomimoUnu 

a 

Nominations should be sulnnitted by authorized agency represmta- 
tives to the Director, Communications and Office Skills IVaining 
Center, Bureau of Training, U.S. Civil Service Commission, Wash- 
ington, D.C. 20415. 

Other Information 

The cost of the workshop — $90 per person — will be shared by the 
participating agencies. Announcements with more detailed infor- 
mation will be sent to all agencies well in advance of the program. 
Nomination deadline dates will be listed in the announcements. Agen- 
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cies may obtain further information from the Director, Communica- 
tions and Office Skills Training Center, 343-7354, or code 183, exten- 
sion 7354. 



HE-4I1-ADM 
TYPING I 

Social Security Administration 

A 204ioar conne wiiMining of 20 IJioiir ■gMiom eondiKled 
continuoiMh^ by the Social Security Adniinialnitioii, 6401 Secority 
Boolerard, Baltimore^ Md. 21235. 

Deaeripdon 

lliis course is a review of typing techniques necessary fm: speed and 
accuracy developm^t. Areas of special emphasis are correct fingering 
and posture, quick and accurate use of the operative parts and keys of 
the typewriter, speed and accuracy exercises and timed writings, 
simple numerical combinations, and the study of techniques for re- 
fining ovMull i^rating skill. 

W1$o May Attend 

All refresher typing training is preceded by diagnostic testing for 
the purpose of determining the current levels of ability of die pro- 
spective enrollees. After a study of the test results, each enrollee is 
placed in a training class appropriate for his ability level. This course 
is primarily for SSA ^ployees; however, if space permits, qualified 
employees of other agencies will be accepted. 

How To Make Nonunationt 

Nominations should be made to the Social Security Administration, 
Office of Administration, Division of Employee ^velopment, area 
code 301, 944-5000, extension 5393, or <hi IDS code 130, extension 5393. 

Other Information 

Tliere is no charge for the course. 



294-886 0 — 68 ^ 
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HE-02-ADM 
TYPING n 

Social Seenrity Adminutfation 

A 2(Mioiir coune conawting of 20 l<hoar teitioiM condncted 
eontinooiulj b)T the Social Seciiritj Adminutration, 6401 Secoritj 
Boulevard, BahiaMwe, Md. 2123S. 

De$o4plUm 

This course provides further supervised speed and accuracy develop* 
ment in typing, integrated with basic pn^uction of correspondence, 
printed forms, and tabulation. 

Who May Attend 

All persons who demonstrate on the pretest that thqr have the ability 
to type 40 words per minute with a maximum of 3 errors in 200 words; 
or, all persons who have successfully completed Typing I. This course 
is primarily for SSA employees; however, if space permits, qualified 
^ployees of other agencies will be accepted. 

How To Make NondmdUnu 

Nominations should be made to the Social Security Administration, 
Office of Administration, Division of Employee Development, area 
code 301, 944-5000, extension 5393, or on IDS code 130, extension 5393. 

Other information 

There is no charge for the course. 



HE-03-ADM 

SECRETARIAL DEVELOPMENT WORKSHOP I 
Social Security A^imstraCioa 

A 21Mioar coune cooduclcd twice a year by the Social Security 

Adminirinition, 6401 Security Boulevi^ Baltimore, Md. 21235. 
De$cription 

To define the role of the secretai^ and the means by which she can 
operate at higher levels of administrative authority. 

Who May Attend 

All stenographers and secretaries who have demonstrated a desire and 
a capacity for advancement in the secretarial field. This course is pri- 
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iDAiily for SSA employees; however, if space permits, qualified em- 
ployees of other agencies will be accepted. 

How To Make NominatUnu 

Nominations should be made to the Social Security Administration, 
Office of Administration, Division of Employee Development, area 
code 301 944-5000, extension 5393, or on IDS code 130, extension 5393. 

Other information 

There is no charge for this course. 



HE-04-.ADM 

SHORTHAND I (REVIEW OF GREGG THEORY) 

Social Seeurity Adminutration 

A 2(MMNir conne conaislina at 20 Mioiir mmIoiis conducted 
contmgoaiJy by the Sodel Security Adminiatretion, 6401 Security 
Boalerard, Baltimore, Md. 21235. 

Deteription 

The course is designed to review the principles of shorthand outline 
formation, brief fjrms, the abbreviation principle; further, it is to 
include tb3 introduction of new-matter dictation at relatively slow 
rates of speed. 

Who May Attend 

All refresher shorthand training is preceded by diagnostic testing for 
the purpose of determining the current levels of ability of the pro- 
spective enrollees. After a study of the test results, each enrollee is 
placed in a training class appropriate for his ability level. This course 
is primarily for SSA employees; however, if space permits, qualified 
employees of other agencies will be accepted. 

How To Make dominations 

Nominations should be made to the Social Security Administraticm, 
Office of Administration, Division of Employee Development, area 
code 301, 944-5000, extensicm 5393, or IDS code 130, extension 5393. 

Other Information 

There is no charge for the course. 
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HE-OS-ADM 

SHORTHAND H 

Social Securitjr Adminutratimi 

A 20‘hour coune comiMing of 20 1-hour •cwions conducted 
continnonslj by the Social Security Aduuniatratiouy 6401 Security 
Boulevard, Baltimore, Md. 21235. 

Deseriplion 

This course reviews in a general manner the principles of shorthand 
formation ; it stresses the importance of accurate, mailable transcrip- 
tions of dictated matter; dictation is at the intermediate levels up to 
80 words per minute; SSA correspondence is an integral part of the 
dictation materials. 

Who May Attend 

All persons who demonstrate on the pre-test that they have the ability 
to take dictation at the rate of 60 words per minute with 95 percent 
accuracy of transcription ; or, all persons who have successfully com- 
p-eted Shorthand I. This course is primarily for SSA employees; how- 
ever, if space permits, qualified employees of other agencies will be 
accepted. 

How To Make fiomination* 

Nominations should be made to the Social Security Administration, 
Office of Administration, Division of Employee Develojunent, area 
code 301, 944-5000, extension 5393, or on IDS code 130, extensimi 5393. 

Other Information 

There is no charge for the course. 



HE-06-ADM 

SHORTHAND HI 

Social Security Administration 

A 20-hour course consisting of 20 1-hour sessions conducted 
continuously by the Social Security Administration, 6401 Security 
Boulevard, Baltimore, Md. 21235. 

Description 

The goals of the course are to transcribe accurately new-matter cor- 
respondence dictated at the rate of 100 words per minute. Special 
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importance is attached to the application of the rute of gran^, 
capitalization, punctuation, correct spelling, word division, and ac- 

curate proofreading. 

Who May Attend 

Those persons may attend Shorthand IH who demonstrate on a di^- 
nostic pre-test an ability to take dictation at 80 words per minute with 
95 percent accuracy; or, all those who have successfully completed 
Shorthand II. This course is primarily for SSA employees; however, 
if space permits, qualified employees of other agencies will be accepted. 

How To Make Nominations 

Nominations should be made to the Social Security Administration, 
Office of Administration, Division of Employee Development, a^ 
code 301, 944r-5000, extension 5393, or on IDS code 130, extension 5393. 



Other tnformaHon 

There is no charge for the course. 



HE-07-ADM 
ENGUSH I 

Social Security Administratiun 
Baltimorcy Maryland 21235 

A 12-hour cooiue conusUng of 12 1-hour scMiono conduct^ o^ 
or iwice a week hy the Social Security Administration, 6401 ^ 
curity Boulevard, Baltimore, Md. 21235. Courses are normaBy 
scheduled <iuarterly during each fiscal year. 



Description 

This course is a review of English grammar, parts of sp^h, sentenw 
construction, diagramming, and the practical applications of each. 

Who May Attend 

This course is primarily for SSA employees; however, if spa<» ^r- 
mits, qaulified employees of other agencies will be accepted. All clerical 
employees — ^generally GS— 2 through GS— 5. 

How To Make Nominations 

Nominations should be made to the Social Security Administration, 
Office of Administration, Division of Employee Development, a^ 
code 301, 944-5000, extension 5393, or on IDS code 130, extension 5393. 
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Other Information 

Cost per participant is $50. 



HE-08-ADM 
ENGUSH n 

Social Security Administration 
Baltimore, Maryland 21235 

A 20«hour coarse consisting of 10 2«hour sessions conducted 
two or three times a week by the Social Security Administration, 
6401 Security Boulevard, Baltimore, Md. Courses are normally 
scheduled quarterly during each fiscal year. 



Description 

This course is an intensive review of the rules of English grammar, 
with extensive drill in practical application of the principles involved. 

Who May Attend 

This course is primarily for SSA employees; however, if space per- 
mits, qualified employees of other agencies will be accepted. Clerical, 
stenographic, and secretarial employees generally GS-3 through 
GS-6. 

How To Make Nominadons 

Nominations should be made to the Social Security Administration, 
Office of Administration, Division of Employee Development, area 
code 301, 944r-5000, extension 5393, or on IDS code 130, extension 
5393. 

Other Information 

Cost per participant is $50. 



182 



HE-09-ADM 
ENGUSH m 

Social Security Administration 
Baltimore) Maryland 21235 

A 20*hour course consisting of 10 2>honr sessions conducted 
two or three times a week by the Social Security Administration, 

6401 Security Boulevard, Baltimore, Md. 21235. Gmrses are 
normally scheduled quarterly during each fiscal year. 

DeBcription 

This course consists of thorough drills in and reasons for capitalizing 
and punctuating in accordance with the provisions set forth in the 
GPO Style Manual. Actual Government material from SSA is intro- 
duced to make the course meaningful and productive. 

Who May Attend 

This course is primarily for SSA employees; however, if space per- 
mits, qualified employees of other agencies will be accepted. Clerical, 
stenographic, and secretarial employees generally GS-2 through 
GS-6. 



How To Make Nomination$ 

Nominations should be made to the Social Security Administration, 
Office of Adminstration, Division of Employee Development, area 
code 301, 944^5000, extension 5393, or on IDS code 130, extension 

5393. 

Other information 

Cost per participant is $50. 



HE-10-ADM 

ENGUSH GRAMMAR AND USAGE (A HIGHER- 
LEVEL, COMPREHENSIVE COURSE) 

Social Security Administration 
Baltimore, Maryland 21235 

A 24-hour course consisting of 12 2-hour sessions conducted 
two or three times a week by the Social Security Administration, 

6401 Security Boulevard, Baltimiwe, Md. 21235. Courses are 
normally scheduled quarterly during each fiscal year. 

Description 

A comprehensive treatment of all or most of the major concepts and 
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problems of English usage and grammatical construction, along with 
punctuation, spelling, and capitalization. 

Who May Attend 

This course is primarily for SSA employees; however, if space per- 
mits, qualified employees of other agencies will be accepted. Manage- 
ment and supervisory personnel; administrative and technical em- 
ployees such as analysts, examiners, writers, and reviewers; secretaries 
and stenorgaphers — in short, those who have responsibility for com- 
posing, reviewing, and transcribing written materials and who want 
this review. 
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How To Make NominationM 

Nominations should be made to the Social Security Administration, 
Office of Administraition, Division of Employee Development, area 
code 301, 944-5000, extension 5393, or on IDS code 130, extension 5393. 

Other information 

Cost per participant is $50. 



HE-ll-ADM 

SEMINAR FOR ADMINISTRATIVE SECRETARIES 

Department of Health, Education, and Welfare 

A 2-dajr program to be held quarterly, at the HEW North Building 
Penthouse, 330 Independence Avenue SW., Washington, D.C. 

Description 

This seminar is built around the basic needs of the secretaries who 
function as either an administrator or supervisor in the Government 
office. Speakers will focus on the management process. The elements 
of problem solving and decision making will be covered along with 
the special problems of the supervisor . . . the techniques of com- 
munication . . . good interpersonal relationships . . . motivation, 
leadership, and the factors that lead to self-development and career 
growth. Participants will bring letters they have written. These letters 
will be used as bases for discussion of letterwriting principles. 

Who May Attend 

This seminar is designed for secretaries, administrative assistants, 
staff assistants, and administrative aides, GS-7 and above. Optional 
Form 37 (Nomination-Registration for Training) should be submitted 
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by authorized agency representatives to the HEW, Offic* of Education, 
330 Independence Avenue SW., Penthouse, Washington, D.C. 20201. 

Other information 

The cost of the seminar — $20 per person — will be shared by participat- 
ing agencies. Agencies will be billed for all accepted nominees unless 
formal cancellations are received by the close of business, 5 days before 
the first session. Substitutions may be made up to the beginning of 
the program. 



Records Administration 



GS-54.07-ADM 

TECHNICAL ASSISTANCE WORKSHOPS 
RECORDS MANAGEMENT (lA) 

General Services Administration 

A 2-week workshop scheduled periodically to meet agency 
demand. 

Description 

The purpose of this workshop is to provide a broad perspective and 
insight of records and paperwork management as a whole. Through 
lectures and discussions the scope of records management is examined. 
Among the topics analyzed are : managing records scheduling, records 
directive, reports, forms, and mail, files, records scheduling, records 
disposition, surveys, and audits, office machine selection and utiliza- 
tion, source data automation, clerical work measurement, vital records 
handling, information retrieval developments, and do’s and don'ts 
of an effpx;tive records management program. 

Who May Attend 

The workshop is designed for records officers and records management 
analysts and specialists. 

How To Make Nominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Paperwork Standards and Automation Division 
(NRP), Room 604, National Archives Building, Washington, D.C. 
20408, using Optional Form 37, Nomination-Registration for Train- 
ing. For further information call area code 202, 963-4154, or code 13, 
extension 34154. 
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Other tnformation 

No cost to agencies. Specific dates and locations will be announced. 



GS-54.08-ADM 

TECHNICAL ASSISTANCE WORKSHOPS 
SPEEDING THE MAIL (2C) 

General Services Administration 

Two one-half day aeMions, scheduled to meet agency demand. 



Detcripdon 

This workshop deals with the handling of 

and the clearance of replies. Ways to achieve shorter m-shop time for 
correspondence requiring a reply are discussed. How and where im- 
provenients can be made is determined. 



ITfco May Attend 



The workshop is designed primarily for executives in 
where a volume of action mail is handled. 



program offices 



How To Make Nomination§ 

Nominations should be submitted through ag^y emp%^ develop_ 
ment officers to the Paperwork Standard and 
(NRP), Room 604, National Archives Building, Washington, D.C. 
20408, using Optional Form 37, Nomination-Registration for traimng. 



Other information 

No cost to agencies. Specific 
For further information call 



dates and locations will be announced, 
area code 202, 963-4154 or code 13, ex- 



tension 34154. 
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GS-54.01-ADM 

TECHNICAL ASSISTANCE WORKSHOPS 
FORMS ANALYSIS AND DESIGN (3A) 

General Services Administration 

A eooiprdieiiHYe ItMay w«itkdiop, adiedaled periodically in 
Wadungton, D.C. 

De$eriplion 

This workshop is designed to provide ways and means for ocmducting 
an effective forms managemmt prc^ram. Conferees will discuss how to 
establish and operate a forms manag^nent pn^ram; tbe relatiimship 
of f<Hms mansgem^ to othm* paperwork managonent programs; 
how to analyze a form segmmt-by-s^;mrat to make it easy to read, 
write, touismit, and file; how to apply forms design standards; how 
to develop forms that fit processing equiimient, including an intro- 
duction to techniques used in source data autcunati<m; charting meth- 
ods and tiieir use in analyzing fmrms procedures, and iq>plying the 
survey iq>proach to forms projects. 

IFJbo May AMUmd 

This workshop is detigned for forms managers, forms analysts, forms 
liaiscm respresentatives, forms designer, and those who supervise a 
forms staff. 

Haw To Make Nmaiaaiiotu 

Nmninaitions should be submitted tiirough agency employee develop- 
ment (^cors to the Piqierwoik Standiuxls and Automaticm Divitimi 
(XRP), Room 604, Naticmal Archives Building, Wadiington, D.C. 
20108, using Optional Form 37, Nomination-R^stration fm* training. 

Other infomuMom 

No cost to agmcies. Specific dates and locations will be announced. For 
further information call area code 202, 963-4154 or code 13, extension 
34154. 
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GS-54.03-ADM 

TECHNICAL ASSISTANCE WORKSHOPS 
FORMS IMPROVEMENT (3B) 

General Services Ad mini stration 

Two one-half-dar rcMkMM, Kbevfailed periodically to meet mgtnrr 



DeaeripUoH 

This workshop presents and applies techniques to improve the paper- 
woric flow by simplifying and improving the forms used. Effective 
principles for improving, simplifying, combining, and elimmatmg 
forms are discussed and utilized. During the course the participants 
redesign and simplify a heavy usage form. 

IFAo May Attend 

Supervisoiy, administrative, and professional specialists and techni- 
cians are eligible for this workdiop. 

How To Make Noaiinatiaiu 

Nominations should be submitted through agency employee devd^- 
ment officers to the Paperwork Standards ^d Automation Divmra 
(NRP), Ro«n 604, National Archives Building, Washington, D.C. 
20408, using Optional Form 37, Nomination-Registration for 

Training. 

Other InformadoM 

No cost to agencies. Specific dates and locations will be aimoMc^. 
For further information call area code 202, 963-4154 or code 13, 
extensi(m 34154. 



G: -54.09u.ADM 

TECHNICAL ASSISTANCE WORKSHOPS 
OFFICE INFORMATION RETRIEVAL (6A) 

General Services Ad mini stration 

A S-day woHuIm^ telieduled to meet agency demand. 

Deacripdon 

Tlie worksliop is designed to show how and under what circumstances 
modom information methods and equipment may be applied to im- 
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prove dissemination, storage, and retrieval of information in various 
areas of the office. Participants will be introduced to the tetihniques and 
systems in use todc\v and some of those being developed, 'fhey are 
shown how to conduct information retrieval surveys, how to design a 
coordinate index ^stem, and how to select the right system and equip- 
ment. This workshop is designed to broaden the understanding and 
.skills of management analysts. 

Who May Attend 

Management analysts, systems personnel, and others who may be di- 
rectly involved in designing and installing an efficient information 
retrieval system. 

How To Make Nominatione 

Nominations should be submitted through agency employee devel^- 
ment officers to the Paperwork Standards and Automation Division 
(NRP), Room 604, National Archives Building, Washington, D.C. 
20408, using Optional Form 37, Nomination-Registration for 
Training. 

Other Information 

No cost to agencies. Specific dates and locations will be announced. For 
further information call area code 202, 963-4154 or code 13, extension 

34154. 



OS-54.10-ADM 

TECHNICAL ASSISTANCE WORKSHOPS 
FILES IMPROVEMENT (7A) 

General Services Administration 

2-day worluhop idieduled periodicaUr to meet ageney demand. 

Heeeription 

This workshop is designed to he^p Government offices save time and 
money through the establishment of effective filing 'grstems. Partici- 
pants develop solutions to problems simulating actual filing situations. 
The project follow-up calls for participants to apply the standards 
and techniques discussed in the workshop to their own agency files. 

Who May Attend 

Any person whose duties require him to set up or maintain files, in- 
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eluding clerics, secretaries, and those who supervise filing operations, 
is eligible to participate. 

Haw To Make Nominaiion$ 

Nominations should be submitted through agency employee develop- 
ment cheers to the Paperwork Standaids and Autcunation Division 
(NRP), Room 604, National Archives Building, Washington, D.C. 
20408, using Optional Form 37, Nomination-Registration for Training. 

Other Information 

No cost to agencies. Specific dates and locations will be announced. 
For further information call area code 202, 963-4154 or code 13, 
extension 34154. 



GS^06-ADM 

TECHNICAL ASSISTANCE WORKSHOPS 
RECORDS DISPOSITION (7B) 

Goieral Services Administratioii 
A 14*7 workahop achedekd to r-.c«t mgmtj demand. 

De$cripdon 

This workshop is concerned with the major practices, procedures, 
and pre^rmns related to effective records disposition. It deals with 
ithe operation of an ^cient records disposition program, the prepara- 
ti<m of records control schedules, the identification of permanent 
records, the use and function of Federal Records Centers, and the 
relationship of recm*ds disposition to other paperwork ma na g ement 
programs. 

Who May Attend 

The course is designed for (1) employees who have custody of files 
or (2) who have records-administration liaison responsibilities, apply 
records c<Hitrol schedules or audit the performance of organizati(mal 
units in complying with such schedules. It is of particular value to 
an agency if all participants undertake a records disposition project 
as part of the follow-up. 

How To Make NominaHom 

Nominations should be sulunitted through agency employee develop- 
ment cheers to the Paperworic Standards and Automati<m Division 
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(NRP), Room National Archives Building, Washington, D.C. 
20408, using Optional F orm 37, Nomination*Registration for Traini ng, 

Other information 

No cost to a^ncies. Specific dates and loca4;ions will be announced. 
For further information call area code 202, 963-4154, or code 13. 
extension 34154. 



GS-54.11-ADM 

lECHNICAL ASSISTANCE WORKSHOPS 
MECHANIZING PAPERWORK SYSTEMS (8B) 

General Services Administration 

A 3-day work«h«^ achednlcd to meet faeiiey 

De$cnption 

This workshop is designed to provide practical guidance on when to 
use machines to reduce manual paperwork processing. Focus is placed 
on the practical conversion to mechanized systems. Participants are 
assisted in locating potential areas in their own offices which will lend 
themselves to such conversion. 

Who May Attend 

Federal personnel who need to know more about mechanized systems. 

How To Make Nominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Paperwork Standards and Automation Division 
(NRP), Room 604, National Archives Building, Washington, D.C. 
20408, using Optional Form 37, Nomination-Registration for 
Training. 

Other information 

^lo co^ to agencies. Specific dates and locations will be announced. 
.\gencies may obtain additional information by calling area code 202, 
963-4154, or code 13, extension 34154. 
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GS-^.12-ADM 

TECHNICAL ASSISTANCE WORKSHOPS 
MANAGING AN OFHCE MACHINE PROGRAM (8C) 

General Services Administration 

A workshop^ aelMihibil p^ri«Mli<nPy to —if , 

DeMcription 

This workshop deals with the proper selection of records-makin^ ^nd 
records-keeping devices such as dictation units, typewriters (including 
fully automatic ones) , calculators, reproduction mafhinfts, quick-copy 
devices, mail handling equipment, and filing equipment. Participants 
should have a responsibility for analyzing and improv ing <^ce 
methods. 

Who May Attend 

Personnel who need to learn more about analyzing and improving <^ce 
methods. 

How To Make NomintUions 

Nominations should be submitted through agency employee develop- 
ment officers to the Paperwork Standards and Automation Division 
(NRP), Room 604, National Archives Building, Washington, D.C. 
20408, using Optional Form 37, Nomination-Registration for 
Training. 

Other tnformOdon 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling ai«a code 202, 
963-4154, or code 13, extension 34154. 








ADP Skills and Administration 



GS-60.01-ADP 

TECHNICAL ASSISTANCE WORKSHOPS 
SOURCE DATA AUTOMATION (8A) 

General Services Administration 
A Snlay eomprehouive worluhop, ichedaled as needed. 

De$cription 

This workshop is designed to familiarize operating (^cials with the 
principles and concepts of mechanized data processing. The course 
stresses the importance of capturing data in machine language where 
the data is first encountered. An actual SDA project in each partici- 
pant’s agency is required with follow-up within 60-90 days on the 
status of the project selected. 

Who May Auend 

This course is open to any Federal official who needs to know more 
about the possible means of automating the processing of data at its 
source and is prepared to undertake an SDA project if warranted in 
their agency. 

How To Mtdte Nominaiion$ 

Nominations for employees in the Washington, D.C. area should be 
submitted through agency employee development officere to the Paper- 
work Standards and Automation Division (NRP), Room 604, Na- 
tional Archives Building, Washington, D.C. 20408, using Optional 
Form 37, Nominati<m-R^strati(Mi for Training. 

Other infomtation 

No cost to agencies. Specific dates and locations will be announced. 
Agencies mey obtain additional information by calling area code 202, 
963-4154, or code 13, extension 34154. 
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GS-60.02-ADP 

TECHNICAL ASSISTANCE WORKSHOPS 
FORMS FOR AUTOMATION (3C) 

General Services Administration 

A S-day workshop, scheduled to meet agency demand. 

Description 

The purpose of the workshop is to acquaint participants with require- 
ments, specifications, and practical techniques and applications for 
developing efficient, economical forms for use with ADP equipment. 
Special projects provide practical experience in applying the stand- 
ards and techniques discussed. 

Who May Attend 

Forms analysts and those ADP personnel who design or develop forms 
are eligible to participate, especially if they have previously attended 
the Forms Analysis and Design workshop. 

How To Make dominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Paperwork Standards and Automation Division 
(NRP), Room 604, National Archives Building, Washington, D.C. 
30408, using Optional Form 37, Nomination-Registra ion for Training. 

Odter information 

No cost to agencies. Specific dates and locations w’ill be announced. 
For further information call area code 202, 963-4154, or code 13, ex- 
tension 34154. 



CS-8634r-ADP 

SEMINAR ON AUTOMATIC DATA PROCESSING IN 
SUPPLY MANAGEMENT 
Civil Service Commission 

A 3-flay program to be held December 16-18, 1968, and May 
21-23, 1969, at the Gvil Service Gimmiiision, 1900 E Street NW. 



Description 

This seminar is designed to explore in detail the various systems 
approaches involved in implementing the decision to apply automatic 






data processing to supply manaagement. Emphasis will be given to : 
(a) equipment characteristics and capabilities; (b) tools of systems 
analysis, and their use in supply management; (c) developing and 
designing a system to meet management needs, cost factors, present 
and proposed ^sterns, organizational changes resulting from ADP; 
and (d) problems of control and evaluation. This program will build 
upon the material presented in the 2-day Management Introduction to 
ADP and will focus on the discussion of actual case histories specifi- 
cally relating to supply management. 

Who May Attend 

Supply officers and others in allied fields, GS-11 and above or equiva- 
lent, are eligible for nomination. Prior attendance at a Management 
Introduction to ADP or equivalent knowledge is recommended in 
realizing the full potential of the seminar. 

Hou To Make NomintOioni 

Nominations should be submitted by authorized agency representa- 
tives to the Director, The ADP Management Training Center, U.S. 
Civil Service Commission, Washington, D.C. 20415, by November 18, 
1968, and April 23, 1969, respectively. 

Other Information 

The cost of the program — $120 per person — ^will be shared by the par- 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies well in advance of the program. Agencies 
may obtain further information from the ADP Management Training 
Center, 343-6147, or code 183. extension 6147. 



CS-8624-ADP 

SYSTEMS ANALYSIS FOR COMPUTER PROGRAM- 
MERS 

Civil Service Commission 

A 1-week program to be held September 23-27, 1968, January 
27-31, 1969, April 7-11, 1969, and June 9-13, 1969 at the avU 
Serrice CommiMitm, 1900 E Street NW. 

DeBcription 

This course is specifically designed for computer programmers who 
need a fuller understanding of, or who are preparing for assignments 
in, ADP systems analysis. Prior knowledge of computer components 
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Md experience m computer programming concepts will be presumed, 
m course will move immediately into the functions and technioue.s 
of ^.sterns analysis and design, and will include discussion of such 
topiraas: (a) the extent and tasks of systems analysis; (b) themrstems 
development process; (c) the feasibility study; (d) analysis of the 
p^nt system; (e) developing specifications for the new system; 
(f) draignmg input, output and file layouts for the new system; (g) 
desiring requirements and test data for programs and subroutines: 
ana (h) documentation. 

Who May Attend 

Coipputer programmers and newly assigned analysts (with program- 
ming expenence) are eligible for nomination. ^ 

How To Make NominaHone 

Nominations should be submitted by authorised agency repr senta- 

The ADP Management Training Center, U S 
Washington, D.C. 20415, by August 26, 
iMy^^**”***^ May 12, 1969, respec- 

Other information 

m c^ of the progratn-4160 per person-wUl be shared by the par- 
teiprting a^ncira. Announcements with more detailed information 
Will be sent to all agencies well in advance of the program. Agencies 
may obtain further inform from The ADP Man^ement Train- 
ing Center, 343-6147, or code 183, extension 6147. 



CS-8635-ADP 



SYSTEMS WORKSHOP FOR COMPUTER 
SPEQAUSTS 



Civil Service Commission 

A comprehensive 3-week, two-pa dt training program in the basic 
^ndamenuls of the ADP syster^i. development process to be held 
^tober 1^18, 1968 (Phase I), December 2-13, 1968 (Phase 

ID m A Jl’®’ ^‘****“ 5-16, 1969 (Phase 

ii; at the Livil Service G>inmi88ion, 1900 E Street NW, 



™s 3-week training program is specifically designed for computer 
programmers and novice syzt^ms analysts who need a firm grounding 
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in the basic fundamentals of ^ems analysis and dempn. The in-dq[H:^ 
comprehensive program is being offered in two Pha^ : Phase I aac 

Concepts a 1-week session designed to provide an introductaon t<^he 
basic concepts of the total systems design process; and VhBX n— 
Advanced Applications a 2-week session of case studies and work pro^ 
lems designed to develop a basic competence in the skills and tech- 
niques of systems analysis and design. The objective of the pn^EMJO is 
to develop junior analysts who can do systems work with mu^um 
guidance from experienced analysts. The program will to teu^t by a 
select staff of highly accomplished data processing technician-tramers. 

Who May Atumd 

Computer specialists, newly assigned systems analysts, computer pro- 
grammers and others with a need for a working knowledge of syst^ 
analysis techniques are eligible for nomination. Prerequisites for this 
course are: (1) a thorough appreciation of ADP; and (2) computer 
programming experience. 

How To Moke NombuOiom 

Nomiiiiitioiis shiMild be Sdbmited by MitlK>riMd »geii<7 
to the Director, The ADP Maiu«eiiieiit Trmming Center UA 
Service f!«o.mi«ii.in n , Widungton, D.C. 20415, by September 16, 1«B 
end Febniaiy 17, I960, reepectiTdy. 

OAer tufonneMam 

The cost of the 3-week program-$390 per person-will to Aai^ by 
the participating agencies. Announcements with more detailed ii^r- 
mation and nomination procedures will to sent to all 
advance of the program. Agencies may obtain information fr^ The 
ADP Management Training Center, 343-6147, or code 183, extension 

6147. 



GS-4I626-ADP 

ADVANCED SYSTEMS TECHNOLOGY FOR ADP 

SYSTEMS ANALYSTS 

GvO Service Co mmii s fo n 

A l-«eck praenm •» to hdUi fimtmber 4-6, 1961, 

1969, at the Civfl Ser/ke 1900 E Street Nw. 



Deaeripdom 

This course is designed for digital computer syst^ analysts wto 
require n<m-sales oriented, state-of-the-art informatiem about the 
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fects on ^sterns analysis of the latest developments in computer tech- 
nology. Among the topics discussed will be: (a) implications for the 
^sterns analysts of the newest multi-use computers? (b) considera- 
tions for redesigning, modifying or expanding existing q^stems ; (c) 
hardware/software compatibility and conversion problems; (d) ^otal 
^sterns concepts (design, costs, limitations, etc.) ; (e) study of on- 
going real time and time sharing ^stons; (f) develi^ments in input/ 
output devices. 

IFJbo Mmy Auemd 

Digital computer systons analysts are eligible for nomination. 

How To Mdto Nominadatu 

Nominations diould be imbmitted by authorized agen<^ representative 
to the Director, The ADP Management Training Center, U.S. Civil 
Service Commission, Washington, D.C. 2041ii, by October 7, 1968 and 
February 34, 1969, respectively. 



OUur Imfonmsdgm 

The cost of the program— $160 per person— will be shared by the 
participating agrades. Announcements with more detailed informa- 
tion will be sent to all agksncies well in advance of the program. Agen- 
cies may obtain further information from The ADP Managemmt 
Training Center, 346-6147, or code 183 extension 6147. 



CS-8627-ADP 

SEMINAR IN ADP BIANAG1 
ISTRATION 



ENT AND ADMIN- 



Cvfl Service Gwnmiaaion 

A i-dmr iri^nT to be kcM Novcakr 19-21, 1962, mmi April 
29L^ I, 1969, m the Gml Serriee Commimiom, 1900 E 
Str ee t NW. 



This is designed to bring together persons having ADP man- 

agement re^onsibilities in Federal agencies, for the purpose of receit - 
ing and exchanging information iiertinent to the major pr^lems of 
Hatn. procesdiig management and administration. The seminar, fol- 
lowing delineation of the scoiie of ADP management, will include dis- 
cussion of all the tasks and techniques of the data processing manager. 
Emphasis, however, will be placed on the significant, nonroutine prob- 
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lems, including: personnel turnover: use of languages and software; 
performance measurement and scheduling; open shop vs. closed shop 
programming; relationships between users and systems analyst^ 
^sterns analysts and programmers, programmers and operators; opti- 
mizaticMi of machine use; and enforcing documentation. 

Who May Attend 

Administrators and deputy administrators of ADP operations, data 
procesnng managers, prog;ramming supervisors and supervisory qrs- 
tems analysts are eli^ble for nomination. 

Haw To Make Nominadone 

Nominations should be submitted by authorized agency representatives 
to the Director, The ADP Management Training Center, U.S. Civil 
Service C ommissi on, Washington, D.C. 20415, by October 22, 1968, 
and April 1, 1969, respectively. 

iUfter Information 

The cost of the program— $135 per person— will be shared by the 
participating agencies. Announcements with more detailed informa- 
tion will be sent to all agencies. Agencies may obtain further infor- 
mation from The ADP Management Training Center, 343-6147, or 
code 183, extension 6147. 



CS-8636-ADP 

DECISION LOGIC TABLE WORKSHOP 



A SAmy tOUmdl pragnm to be ImU SeptonAer 10-12, 1962, 
Jammy 14-16, ^969, Maidi 11-13, 1969, and Jmm 3-5, 1969, 
at die Ghrfl Service Gomaniiioa, 1900 E Street NW» 

Deoeripdon 

Although decision tables are useful in many different situations, the 
focus in this course will be upon their relevance to data processing 
systems. The workshop is designe 1 to teach students the fundamental 
concepts of decision logic tables, and to develop in them a competence 
in using these techniques for improving communications and stand- 
ardizing documentation. A basic proficiency in using decision tables 
will be developed by having students complete a series of increasingly 
difficult assignments utilizing limited, extoided, and mixed entry 
tah lgis . Students will be taught how to develop cqitimum tables and 
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how to link tables together for documenting series of complex decisions. 
Students will leam how decision tables can be used effectively through- 
out the systems development process— by operating managers and 
their staffs, and by systems analy^ programmers and other comr-uter 
specialists. Also covered in the workshop will he the conversion of 
decision tables to computer programs by coding and by using higher 
level languages. 

Who May Attend 

This progr am is open to full-time employees, 6S-9 and above in both 
management and Staff functions, who need a technique for document- 
ing and communicating their decinon methods or systems designs. 

Bow To Mtdte Nondnodam 

Xominations should be submitted by authorized agra<^ representa- 
tives to the Direcior, The ADP Management Training Center, U.S. 
Civil Service Commission, iVashington, D.C. 20415 by August 15, 
1968, December 17, 1968, February 11, 1969, and May 6, 1969, 
respectively. 



Other InformOdom 

The cost of this program — $95 per person — will be shared by the 
participating agencies. Announcem^ts with more detailed information 
will be sent to all agencies. Agencies may obtain further information 
from The ADP Management Training Center, 343-6147, or code 183, 
extension 6147. 



CS-8613-ADP 

SEMINAR ON AllTOMATIC DATA PROCESSING 
W TECHNICAL INFORMATION SYSTEMS 



CSvfl Service CommiMion 

A program to W hcM December 4-6, 1968 and April 

23-25, 1969, at the Qril Service ConmdmMm, 1900 E Street NW. 



Deeeripdon 

This seminar is designed to explore in detail the various systems ap- 
proaches involved in the decision to apply automatic data processing 
to tedmical information ^sterns. Emphasis will be givra to: (a) 
Eiquipment characteristics and capabilities; (b) tools of systems 
analysis and their use in automating technical libraries; (c) develop- 
ing and designing an information system to meet managraient and 




user needs (cost factors, present and proposed qrstems, organizational 
changes resulting from ADP); and (d) problems of control an^d 
evaluation. This program will build upon the material presented in 
the ^-day ManqgMnwfit Introductimi to ADP, and will focus on the 
diap.iiaRimi of actual case histories specifically relatmg to technical 
information qrstems. 

Who May AUond 

Librarians, archivists, information specialists, and others concerned 
with the storage and retrieval of technical data, GS-9 and above or 
e(|uivalent, are eligible for nominati<m. Prior attendance ac a M a n age* 
mftnt. Introducticm to ADP or corresponding knowledge is recom- 
m end ed in realizing the full potmitial of the seminar. 

How To Make Nominalioiu 

Nominations should be sulunitted by authorized agency representatives 
to the Director, The ADP Ma n age me nt Training Cent^, U.S. Civil 
Service Commission, Washington, D.C. 20415^ by November 6, 1968 
and March 26, 1969, respectively. 

OAor tnfonnaHon 

The cost of the program— $120 per per»n— will be shared by the p«- 
ticipating agmcies. Announcwnents with more detailed information 
will be sMit to all agencies well in advance of the program. Agencies 
may obtain further information from The ADP Management Train- 
ing Center, 343-6147, or code 183, ertension 6147. 



CS-8609-ADP 

SEMINAR ON AUTOMATIC DATA PROCESSINC IN 
PERSONNEL MANAGEMENT 



Civfl Service Commiattoir 

A 3^ pragnm to be hcU October 9-11, 1968 and Febnurjr 

86 - 28 , 1969, el the CWI Senrke CoDOMMiom 1900 E Street NW. 



De$eripiion 

This is designed to explore in detail the various q^stons a^ 

pioaches involved in implmenting the decisitm to ^ply automatic 
processing to personnel management. Emphasis will be given 
to: (a) equipment characteristics and capabilities; (b) tools o“^ystems 
analysis and their use in personnel management; (c) developing and 
Aftgigning a qrstem to meet management needs (cost, factore and or- 
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ganizational changes resulting from ADP) ; and (d) problems of con- 
trol and evaluation. This program will build upon the material pre- 
sented in the 2-day Management Introduction to ADP and will focus 
on the discussion of actual case histories specifically relating to per- 
sonnel management. 

Who May Attend 

Those serving in the personnel field or closely associated with per- 
sonnel administration, GS-11 and above or equivalent, are eligible for 
nomination. Prior attendance at a Management Introduction to ADP 
or corresponding knowledge is recommended in realizing the fidl po- 
tential of the seminar. 

How To Make Nonunattona 

Nmninations should bo submitted by authorized agenqr representa- 
tives to the Director, The ADP Maangement Training Center, U.S. 
Civil Service Commission, Washington, D.C. 20415, by September 11, 
1968, and January 29, 1969, respectivdy. 

Other information 

The cost of the program— $120 per person— will be shared W the par- 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies well in advance of the program. Agencies 
may obtain further information from The ADP Management Train- 
ing Center, 343-^147, or code 183, extension 6147. 



CS-8615-ADP 

SEMINAR IN ADP FOR TRAININC DIRECTORS 
Civil Service CommiasicHi 

A 3-day aeminar to be hdd Anaast 21—23, 1968 at the Cwil 
f.«— liaa inw^ 1900 E Street NW. 



Dmeriptton 

This prt^ram is designed to assist training directors to meet the chal- 
lenge posed by the actual or anticipated introduction of automatic data 
prtjcessing into their agmcies. The course will indude : ( a) The present 
and future role of ADP in the training field; (b) typical computer 
applications in the managmient of training activities and their results 
in terms of efficiency and economy ; (c) training required to achieve 
various levels of ADP competence, and available government and non- 
government resources for training; and (d) training considerations in 
ADP workforce orientation and employee retrainmg. 
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Who May Attend 

Training directors, employee devdopment officers, and those who are 
concerned with providing training programs in the ADP fieW are 
eligible for nomination. Prior attendance at a Management Intro- 
duction to ADP or equivalent knowledge is recommended in realizing 
the full potential of the seminar. 

How To Make Nomination$ 

Nominations should be submitted by authorized ^ncy representa- 
tives, to the Director, The ADP Management Training Center, U.S. 
Civil Service Commission, Washington, D.C. 20415, by July 24, 1968. 

Other Information 

The cost of the prognun — $120 per person — will be ^ared by the 
participating agencies. Announcements with more detailed informa- 
tion will be sent to all agencies. Agencies may obtain further informa- 
tion from The ADP Management Training Center, 343-6147, or code 

183, extension 6147. 



HE-8600-ADP 

AUTOMATIC DATA PROCESSING ORIENTATION 
Social Security Adminis: wtion 

An 18-hour eouf»e conducted once a month by the Soeirf Securitir 

Adminiitnition, 6401 Security Boulevard, Baltimore, Md. 21235. 
Description 

This program is designed to provide knowledge of the management 
uses and potential of automatic data pressing systems, i^phasis is 
on application of electronic data processing systems in Social Security 
program administration. 

Who May Attend 

This program is open to full-time Federal employees, G£ -9 and above 
or equivalent. This program is designed primarily for and open to 
qualified personnel of all agencies. 

How To Make Nominations 

Nominations should be submitted by authorized agency reprewntatiy^ 
to the Social Security Administration, Office of Administration, Divi- 
sion of Employee Devdopment, area code 301, 944-5000, extension 
5393, or on IDS code 130, extension 5393. 
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Other InfomuOion 

No charge will be made for participants in this course. 

CM-Ol-ADP 

DIGITAL COMPUTER PROGRAMMING COURSE 
Department of Commerce 

Conncs ranae from 3 to 6 weeks, offered periodicallr at the 
Bureau of the Census, Snitland, Md., to meet agency denumd. 

Detcripdon 

These courses are designed to provide both basic and advanced in- 
struction in programming for the UNI VAC 1107 digital computer. 
The length of the training in each course differs depending upon 
whether the course is basic or advanced. Each course includes class- 
room training and act^ial computer programming practice. The basic 
course includes: (a) Introduction to computer basics; (b) data prep- 
aration and storage; (c) Census data processing; and (d) number 
i^stems. The 1107 advanced course includes the repertoire of instruc- 
tions, Sleuth Assembler, Exec. I, Lion, Midas, the Census Service 
System, editing, sorting, merging. Librarian and Servro. 

Who May Auend 

The basic course is designed for entrance level qualified computer 
programmers; the advanced course is designed primarily for experi- 
enced programmers at the Bureau of the Census. 

How To Make NominatUnu 

For information concerning nominations call the Employee Develop- 
ment Branch, Personnel Division, Bureau of the Census, 440-152^1, 
or code 157, extension 524. 

Other Information 

These courses are primarily for Bureau of the Census employees; 
however, qualified nominees from other agencies will be accepted as 
space permits. Agencies will be asked to reimburse the Census Bureau 
for the expense of this program ; applicants will be advised regarding 
the amount upon receipt of requests to be enrolled. 
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Supply Manateuient 



GS-^1.01-SUP 

PROCUREMENT CONTRACTING AND POUCY 
General Services Administration 

A 4<day lectore-ceinuiar schedoled periodicallj in Waaiungton, 

D.C, and ccnten of Federal population. 

De§eription 

The program is designed to assist Federal agencies in: Developing 
more economical and effective purchasing and contracting practices, 
including contract administration and termination; obtaining better 
understanding and acceptance of laws, regulations, policies, and pro- 
cedures governing Federal procurement, on the pait of both Federal 
procuroment officials and businessmen; and developing new ap- 
proaches and solutions to unique procurement problems. 

It emphasizes the legal and regulatory aspects of procurement and 
their application to practical situations. Attention is given to existing 
rules, reasons for such rules, and alternatives which have been con- 
sidered. The following subject-matter areas will be discussed in the 
program: development and principles of procurement statutes; types 
of contracts; advertising and bidding procedures; negotiation of con- 
tracts; economic policy requirements (small business, labor surplus, 
nondiscrimination) ; reporting of possible anti-trust violations; pub- 
licizing procurement actions; contract administration clauses (dis- 
putes, defaults, suspension of work, equitable adjustment, changes, 
inspection and acceptance, etc.) ; taxes, bonds, and insurance; debar- 
ment; contract financing, audit, and cost principles; and contract 
termination. 

Who May Attend 

Tlie course is designed for Federal employees concerned with procure- 
ment in any of its aspects — such as purchase, fiscal, legal, and engi- 
neering. Participation will be open to personnel who are currently 
serving in grades GS-12 and above, or the equivalent. Especially well 
qualified candidates at GS-11 will be considered if space is available. 

How To Make Nomination$ 

Nominations should be submitted through agency employee develop- 
ment officers to the Director, Interagency Training Staff, General 
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Services Administration, 18th and F Streets NW., Washington, D.C. 
20405, using Optional Form 37, Nomination-Registration for 
Training. 

Other information 

No cost to agencies. Specific dates ..nd locations will be announced. 
Agencies may obtain additional information by calling area code 202 
or 343-7681, or code 183, extension 7681. 



GS-61.02-SUP 

GOVERNMENT CONTRACT ADMINISTRATION 
General Services Administration 

A Snlar conne schedoled periodicallr in Washington, D.C., and in 
other centers of Federal population. 

Dercription 

This coui'se is designed to assist Federal agencies in : Obtaining max- 
imum compliance by the contractor with contract terms during per- 
formance; recognizing the occurrence of situations during perfoimance 
which may lead to claims by the contractor; protecting the public 
interest by prompt and fair settlement of problems which arise during 
performance; determining whether increased costs of contract per- 
formance should be 'borne by the contractor or by the Government ; and 
negotiating equitable adjustments when the Government has agreed 
to bear risk in contract performance. 

The course will include : a detailed analysis of the obligations which 
the contractor and the Government assume under the standard form 
Grovernment contract; the major events which may occur during con- 
tract performance, such as changes, changed conditions, changes in 
Gk)vemment-fumished property, delays, defective specifications, and 
inspection problems; techniques for pricing the “equitable adjust- 
ment”; methods for processing findings, determinations, and appeals 
under the Disputes Clause; distinctions between claims under the con- 
tract and claims for breach of contract; techniques for obtaining com- 
pliance with contract delivery schedules, default clause procedures, 
difficulties encountered in case reimbursement or payment of contrac- 
tors; post-performance aspects of contract administration, such as 
enforcement of warranty provisions, product liability, or examination 
of contractor’s records. 
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Who May Attend 

The course is designed for procurement officers, contracting officers, 
contract administrators, and other personnel involved in the prepara- 
tion or administration aspects of Federal contracts. Participation will 
be open to personnel who are currently serving in grades GS-9 and 
above, or equivalent. 

How To Make Nominatione 

Nominations should be submitted through agency employee develop- 
ment officers to the Director, Interagency Training Staff, General 
Services Administration, 18th and F Streets NW., Washington, D.C. 
20405, using Optional Form 37, Nomination-Registration for Training. 

Other information 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling area code 202, 
343-7681, or code 183, extension 7681. 



GS-61.03-SUP 

CONTRACTING BY FORMAL ADVERTISING 
General Services Administration 

A 5-dar program scheduled periodically in Washington, D.G, and 
in other centers of Federal population. 



De$criplion 

Basic Government procurement law provides that all contracts for 
property and services, with certain stated exceptions, be made by 
formal advert* ^'ing. This course will assist Federal a^nci«ijs to: (1) 
Procure personal property and nonpersonal services (including con- 
struction) by use of the formal advertising method (2) standardize 
formal advertising procedures (3) improve relationships between con- 
tracting offices and contractors and (4) comply with legal and regu- 
latory requirements. Tlie course is based primarily on Federal 
Procurement Regulations (FPR) , which are generally compatible with 
the Armed Services Procurement Regulations (ASPR) . 

Major topics to be covered are: (1) preparation of invitation-pre- 
scribed and optional forms and “tailoring” the invitation; (2) Publi- 
cizing the invitation — mailing, public display, newspaper advertising, 
and Department of Commerce synopsis; (3) submission of bids— re- 
sponsiveness, late bids, rejections, and mistakes; (4) awarding the 
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contract^responsible prospective contractor, discounts, equal low bids, 
and progressive awards. 

Case studies and discussion will focus attention on recurring problems 
and furnish assistance in preventing or resolving such problems. 
Special emphasis will be devoted to situations involving late bids, 
responsiveness of bids and mistakes in bids. 

Who May Attend 

The course is designed for employees of all agencies in procurement 
positions. Personnel in training for procurement positions are also 
eligible. Personnel who have taken the GSA course in Small Purcha^ 
will find that the course in Contracting by Formal Advertising will 
broaden their procurement skills. Participation will be open to 
personnel who are currently serving in grades GS-7 and aibove, or 
equivalent. 

How To Make Nominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Interagency Training Staff, General Services 
Administration, 18th and F Streets NW., Washington, I^*C. 20405, 
using Optional Form 37, Nomination-Registration for Training. 

Other information 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling area code 202, 
343-7681, or code 183, extension 7681. 



GS-^1.04-SUP 

SMALL PURCHASES 

C^neral Services Administration 

k 5-d«y course with case studies, scheduled periodically in Wash' 
ington, D.C, and other centers of Federal population. 



Description 

The administrative costs of making, controlling, and paying for small 
purchases often exceeds the value of the items being procured. The 
purpose of this course is to encourage Federal agencies to reduce costs 
through the use of (1) improved methods for ix aking small purchases 
(2) careful analysis of each requirement and (3) utilization of ap- 
propriate simplified purchase techniques. 
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The course is beaed primarily on Federal Procurement Regulations 
(FPR), with reference to the Armed Services Procurement Regula- 
tions (ASPR) when appropriate. It includes lecture-discussions and 
studies and emphasizes the application f f the following authorized 
small purdiase techniques; blanks purchj.se arrangements, imprest 
funds; purchase ordm: forms (SF44 and 147) ; oral purchases; and 
unpriced purchase orders. The following relat^ topics will also be 
covered; preliminary purchase considMations; solicitation of quota- 
tions; limitations; and vendor and in-house relationships. 



Who Moy Attend 

Ahe course is designed for mnployees of all agencies who are engag^ 
in small purchases and related procuremwit operations or who are in 
training for assignment in the procurement firid. 



How To Make Nominadona 

Nominations should be submitted through agenqr employee devdop- 
ment officers to the Interagency Training Staff, Genmal Services Ad- 
ministration, 18th and F Streets NW., Washington, D.C. 20405, using 
Optional Form 37, Nomination-R^;i8tration for Training. 



Other Informedon 

No cost to agencies. Specific dates and locations will be a nno u nc ed. 
Agencies may obtun additicmal information by calling area code 202, 
343-7681, or code 183, extension 7681. 



GS-61.06-SUP 

INVENTORY CXINTRCtt- OF SUPPIiES AND MATE- 
RIALS 

Goieral Services Adminiatraiion 

A ZAmf come idiedokd periodical^ io Woduogloa, DX., aod 

other centers of Federal popoblioa. 



Deacription 

The course will issist agencies to : (1) Anticipate inventory needs and 
(2) avoid ovCTstocking or running out of stock. It will aid in est^ 
lishiiig and maintaining a satisfactory balance of enstmner service, 
invmitory management and ctmtrol, and operating costs. 

Through lectures, practice exercises, and discussion the course ^11 
stress principles, techniques, and guidelines under the following 
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topics : requirements determination, storage criteria, stodr levels, wh«i 
to ord«r, reviewing for excess, and basic ADP applications. 



Who May Anumd 

The course is primarily for operating personnel respoMble for main* 
fAiwing inventories of supplies and materials. Supervisors and man- 
agers interested in reviewing the basic elements of inventory manage- 
ment are dig^ble to enroll in the course. 



Management and operating personnel who plan on t a kin g the 3-day 
EOQ course which follows arc required to take this basic coui^ 
Spemal conmderation will be given to personnel from agencies main- 



taining storerooms that serve consumers. 



Uaw To MtJto Nom i m al U m a 

Nominations should be submitted through agency employee develop- 
mmit officers to the Director, Interageni^ Training Staff, Genem 
Services Administration, 18th and F Streets NW, Washington, D.C. 
20405, using Optional Form 37, Nomination-Registration for Training. 



OAor Imfonmailoa 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling area code 202, 
343-7681, or code 183, extension 7681. 



GS-614I7-SUP 

EG(m>MIC ORDER QUANTITY TECHNIQUES 

(EOQ) (Fonnerly Inventory Management) 

General Ser#ieea Adminiatration 
A P«***«^ »«*>*^> ****^ “ 

DjC. aai odMr ccatos of Federal papolatinn 
De$eriptUm 

This course is designed to assist agencies in complying with the require- 
ments of the Federal Property Managenmnt Regulations (FPMR) 
pertaining to Inventory Management. It will enable agencies to apply 
modem inventory methods in their supply ^ems. The special gpal 
is a detailed presentation of techniques employed in implementing 
Economic Order Quantity (EOQ) principles and practices to enable 
each participant to effect practical application in his agency. The course 
emphasizes EOQ principles and techniques. Among the topics to be 
discussed are; criteria for stockage, measures of supply effectiveness, 
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mechanics of the inventory control system, predicting and forecasting 
demand, exponential smoothing, safety stock, economic purchase quan- 
tity, and low dollar value control techniques. 



Who May Attend 

The course is designed primarily for managemeiit and opmating su^ 
ply personnel whose duties require a basic knowledge of Economic 

Order Quantity techniques. 

Tentatively, it is planned to schedule this 3-day course to follow im- 
mediately the 2-day basic course. Inventory Cont^ of “ 

Materials. Peisennel taking the EOQ course m^lmvet^en ^2^y 
basic course. EOQ techniques involve the application of mathen^cs 
to inventory management, and some of the inventory 
cisions have been reduced to formulas, some very simple. 
mulas are discussed and applied in the and it » 

desirable that applicants have a knowledge of high school mathemat 



How To Make flondmaMem 

Nomiimtions should be submitted ttirou^ 

DMmt officers to the Wrector, Interegency 

Services Administretion, 18 end F StreeU NW, WedunjJta^ D£. 
20405, using Optional Form 37, Nomination-Begistration for Traming. 

Other Infonnation 

No cost to agencies. Specific dsfes mid focettons will »» 

Agencies may obtain additional information by calling area code 202, 

343-7681* or code 183, extension 7681. 



GS-4i2.01-Sl)P 

STORAGE AND MATERIALS HANDUNG 
Gcnend Servieea Administratum 

A 5-dny with WMhiiia- 



De$eri^ion 

The purpose of this course is to assist Federal a^cies in: Utilizing 
storage facilities by better planning and layout of space to 
date materials essential to mission; employing eqmpment to a^re 
smooth flow of materials in and out of inventoiy; and ^ 

mum use of manpower, enwimient, and facilities involved m 
operations. The course will develop a knowledge of current warehous- 
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ing principles, methods, and techniques, and relate their implication to 
the maintoiance or improvement of operation. It will provide im- 
portunity for participants to discuss and solve problems relating to: 
space types and requirnnents c<»nputation; planning space layouts 
and storage plans; materials handling equipment; storage locations 
mid locator ^sterns; safety and protection of personnel; and ware- 
housing management. 

Who May Attemd 

The course is intmided for employees of all agencies at the operating 
level and the first level of supervbion. Management persiHmel who 
seek a review of storage and materials handling principles, methods, 
and techniques and employees in training for positions in this field are 
also eligible. 

How To Make Nomiaationt 

Nominatiims should be submitted through agem^ employee develop- 
mmtt officers to the Director, Interagmqr Training Staff, Gmieral 
Services Administration, 18th and F Streets NW., Washington, D.C. 
20405, using Optional Form 37, Nomination-Registration for Training. 

Otkar ImformuAUm 

No cost to agencies. Specific dates and locations will be announced. 
AgMipifts may obtain additional information by calling area code 202, 
343-7681, or code 183, extensiim 7681. 



GS-91.12-SDP 

CARRIER SELECTION-FREiGHT CLASSHICATION 



Genoal Services AdnunistratHm 



A I'd*/ 



tehedakd pc r iodirally in Washing ton, D.C., and 



DetcriptUm 

Hie course is designed to assist Federal agencies in the selection of 
commercial carriers for the transportation of Govemmwit property. 
It will provide criteria for mnlring wise routing decisions. The course 
will help agraicies in describing Governmwit property on transporta- 
tion documents to obtain the most econimiical freight rate. 

Topics to be discussed are: use of classification publications, how to 
describe frei^t, modes of transportation, how to route Governm^t 
freight, and equitable distribution of tonnage. 
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Who May Attend 

This course is open to any Federal employee whose full or part time 
duties involve freight transportation functions. Employees respon- 
sible for issuing and processing Government bills of lading are 
eligible. 

How To Make fiondnadone 

Nominations should be submitted through agracy employee develop- 
ment officers to the Interagencgr Training Staff, General Services 
Administration, 18th and F Streets NW., Washingtwi, D.C. 2(H05, 
using Optional Form 37, Nomination-Registration for Training. 

Other Enformation 

No cost to agencies. Specific dates and locations will be announced. 
Ag«icies may obtain additional information by calling area code 202, 
343-7681, or code 183, extension 7681. 



GS^1.13-SUP 

GOVERNMENT BILLS OF LADING AND COMMON 
SHIPPING FAULTS 

General Sorvieea Adminjatrathm 

A l-dav coone adnedaled pcriodBcaDjr in WMAta^on, D.C, and 
other ccntcfs of Federal population. 



Deeeripdan 

The purpose of this course is: (1) To astist Federal agmcies in im- 
proving the quality and use of Government bills of lading in trans- 
portation operaticMis and (2) to provide agmcies with remedies for 
correcting commwi shipping faul^ including discrepancies found 
in the U.S. General Accounting Office post audit of tranq[>ortati<m 
vouchers. The topics to be covered are : Government Bills of lad in g — 
unportance, accountability, preparatiem, and eliminatitm of cortly 
paperwork errors; and Ckmmum Shipping Faults — classificaticm, 
documentation, loss and damage, loading and unloading, weight and 
dimentitm, equipment ordered, diversitms and recontignment, 
demurrage, routing, and notifying GAO of refunds. 

WEto May Attend 

The course is open to administrative, supervisory, and operatimal 
personnel of any agency whose full or part time duties involve freight 
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trsnq-rtation «tivitie8, particulariy 

prqxnatitm and piocemng of Government biLs of lading. 

How To MAo Moonloallomt 

Nominations should be submitted tto^ ajw 
ment otBeers to the Interagem^ ^ DC ^ 

Administnthm, 18th and F Streets W, Wi^ngo^^^^ 
using Optional Form 37, Nomination-Be^ration for Tra mg. 

Other tnformalion 

No cost to agencies. Specific dates and locations be 
Agencies additiwal information by calling area code 202, 

343-7681, or code 183, ext«isi<m 7681. 



Specizlizeil Agency Programs 



HE-Ol-SPP 

TRAINING PROGRAM FOR FINANCIAL COUN- 
SELORS 

Bureaii of Fedend Credit Unions 

A 30- to SSAonr training program conducted on premises oi 
agency requesting the t rainin g. 

Description 

The objectives of the training program for financial counselors is to 
provide consumer education and information <m personal financial 
management that may be helpful to employees as consumers; to p^ 
vide assistance for wnployees needing and seeking financial pla nnin g 
advice ; to reduce the administrative burden on the agency and protect 
the job environmMit frwn interruptions that may occur when em- 
ployees are pressed by personal financial problems. 

Who May Attend 

The program a genda, has sufficient flexibility that it can be designed 
for administrative, supervisory, or clerical personnel. Hopefully, a 
relatively small group of supervisory employees will become equipped 
to counsel and advise a much larger nun^r of lower graded em- 
ployees. 

How To Make Nondnatimu 

Agency desiring information should cell Mr. William O’Brien, Assist- 
ant Director for Education and Training, Bureau of Federal Credit 
Unions, Department of Health, Education, and Welfare, code 13, 
extension 21081, or 21082. 

Other Information 

The cost of the program is expected to be minimal and mil be pro- 
rated among participating agencies. Additional information and ar- 
rangements may be obtained by telephoning code 13, extension 21081 
or 21062. 
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DJ-Ol-SPP 

CORRECTIONAL ORIENTATION TRAINING 
Bureau of Priaona, Department of JuaUee 

A 2-week pragnun conducted as neccasarjr at: Federal Befonna- 
toT 7 , Petersburg, Va. (Yonth) UA Penhentiarjr, lewisbnrg. Pa. 
(Adult). 



De$eriptUm 

Orientation training derigned to acquaint tiie new employee ^th tiie 
correctional institutional environment. Specific topics arc: Mi^on, 
goals and objectives of tiie institutiwi; role of the employe in acluev- 
ing objectives and goals; treatment of offenders; security practi^ 
and procedures; discipline as treatment; selected readings to supple- 
ment formal training. 



Who May Attend 

Attendmce by all new Federal Prison Service employees is 

by « limited number of other personnd wiU be 

permitted upon approval of the Bureau of Prisons. 



ffoio To Make Nominattom 

tJominations are to be made on Optional Form 37 with an al^ed 
statement of reasons for wanting to take this type of trami^. 
sperify whether orientation is desired at a youth or an adult mstitu- 
don. 1^1 nominations to: Chief, Manpower 
Bureau of Prisons, Room 400, 101 Indiana Avenue NW., ZIP 20537 

(Stop305-B). 



Other Infomuttion 

No cost. Forth® informari<m may be obtained by colling BE 7-8200, 
eztensiem 2275, code 187. 



DJ-02-SPP 

CORRECTIONAL TREATMENT PRACTICES 
Bureau of Prlaoua, Department of JuMice 

A l-d«7 pragram held at leart once or twice each year at the 
Bmcan of PriMNU, 101 Indiana Avenue NW. 



Deteripdon 

This program is designed to give a periodic review of innovations and 
developments in correctional work. Lectures, films, and discussion will 
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be used to give information on the status of the work release program ; 
oommunity center programs; recent concepts in case management; 
employee development advances; custodial practices; and inmate edu- 
cation and training programs. The objective of this course is to ^ve 
an interchange of information with agencies that have a responsibility 
contributing directly or indirectly to the development of effective 
correctional programs in the United States. 

Who May Auend 

T his program is designed primarily for and open to ^rsonnel of all 
agencies which have some responsibility for programs in, or collateral 
to, correctional work. Primary consideration will be given to the Dis- 
trict of Columbia Government; Health, Education, and Welfare; 
Labor Department; Department of Defense; Office of Economic 
Opportunity; and similar agencies. Personnel in grades GS— 11 
through GS-15 or equivalent \ ^11 be considered. 

Hotr To Make NondnatMonM 

Nominations are to be made on Optional Form 37 with an attached 
statement of reasons for wanting to take this type of training. Mail 
nominations to: Chief, Manpower Development Section, Bureau of 
Prisons, Room 400, 101 Indiana Avenue NW., ZIP 20537 (Stop 
305-B). 

Other information 

No cost. Further information may be obtained by calling RE 7-8200, 
extension 2275, code 187. 



LC-Ol-SPP 

ORIENTATION FOR FEDERAL LIBRARIANS 
Library of Congress 

A 20>honr program to be offered in the Fall and Spring at the 
Library of OingreM, Irt Street between East Capitol and Inde- 
pendence Avenne SC. 



Description 

This is an orientation program on the various functions, facilities and 
services of the Library of Congress, presented by lectures, discussions, 
and site tours. It is directed toward increasing communications and 
the exchange of information betiveen the Library and other Federal 
libraries and librarians in the hope that better coordination and use 
of Federal library facilities will result. 
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Who May AUend 

This program is intended for professional Librarians or those respon- 
sible for library activities. 



How To Make NomiiuOion$ 

Nominations should be made by letter or nomination foms to the 
Training Office, Personnel Office, Room MB-310, Library of Congre^, 
Washington, D.C. 20640. The letter should include nominee nam^ m 
priority of desired attendance, title, grade and organization address 
and telephone number. Agencies will be notified of approved nomin^ 
and provided further details. Announcements, including nomination 

forms, will be mailed to Federal libraries ^ 

beginning dates. For further information call 967-7565, or code 173, 

extension 565 or 8384. 



Other information 

No cost to agencies. 



CM-04-SPP 

PATENT EXAMINER INITIAL TRAINING 



Department of Commerce 

An initial course, on a 2-week, fuU-time basw, is sch^ided as 
needed by the Patent Office. The course is held at the Patent 
Office, Cnrsul Plaxa, Arlington, Va. 



Dercripdon 

Initial Course: This course is designed to give newly hired patent 
examiners a thorough familiarization with the patent statut^ and 
training in the application of patent-examining practices and pro- 
cedures by means of such techniques as case studi^ and leotu^, 
discussion, and comprehensive tests. The course also includes oii-the- 
site visits and discussions of operations in various working areas winch 
service the examining operation, such as the Drafting, Application, 
and Issue Branches. 

Who May Attend 

This course is designed primarily for professional employees who are 
in iMisitions which, as a continuing responsibility, involve March ng, 
preparation, and/or prosecution of patent applications before the 
U.S. Patent Office or the Federal courts. 



218 



Haw To Make Nomination$ 

Nominations should be made by letter to the Employee Development 
Officer, Patent Office, Main Commerce Building, Washington, D.C. 
20231, stating the employee’s name, title, and grade, and a brief descrip- 
tion of his duties and qualifications. 

Other information 

The cost of training to agencies will be $50 per person for the training 
program. Each nomination should specify the finance officer having 
responsibility for payment. The 2-week initial training is generally 
scheduled once each month, but may be scheduled however, only at such 
time as Patent Office employee participation therein is warranted. 
Inquiries may be directed to the Employee Development Officer by 
calling 557-3431, or code 161, extension 3431. 



LP-Ol-SPP 

EDITORIAL PLANNING FOR PRINTING PRO- 
DUCTION 

Government Printing Office 

Two eight-seMion courses to be held 2 days weekly f«mi 9s30 
a.m. to 12:00 noon; October 21-November 15, 1968, and 
March 17-April 10, 1969. Each course will be divided into two 
sections; one meeting Mondays and Wednesdays, and the other 
Tuesdays and Thursdays. Sessions will he held in the 8th floor 
Conference Room, Government PnnUng Oflice, 732 North Capi- 
tol Street (at H) NW. 



Detcription 

Tjcctures covering planning, copy preparation, scheduling, printing 
processes, type use, selection and use of art and photographs, elec- 
tronic photocomposition, printing procurement proc^ures, and sale 
and distribution of government publications. A guided tour of the 
typesetting and the printing production divisions of the Printing 
Office is included. 

Who May Attend 

Federal writers and editors, or administrators associated with these 
fields, and those who prepare specifications for use in requisitioning 
printing from, or are required to work with, the Government Printing 
Office as department or agency procurement officers. 



219 



How To Moko NominaUotu 

Nominations should be submitted by authorized agency repr^ta- 
tives, by letter, to the Typography and Desipi 

U.S. Government Printing Office, Washington, D.C. 20401, by 
October 11, 1968, and March 7, 1969. respectively. Applications should 
include the following information : Department or bureau, narnc^ fci e, 
and grade level. The telephone number of the person to be notihed of 
jicceptance is also requested. Nominees will be accepted m the order 
ill which they are received. Notification by telephone as to acceptance 
will be made one week prior to the start of each program. 

■ Other tnformoHon 

No cost to agencies. It is expected that those regi^ering wiil partici- 
pate in ali eight sessions. (Lectures covering speciHc arras of this pro- 
Inm for sp^ial groups ivill be provided upon requ^.) 
to directed to the Government Printing Office by calli^ 5«-3M9 or 
code 149, extension 339. Limited ciassroom capacity wiil restrict each 
of the two attending groups to 65 persons. 



LP-02-SPP 

effective administration of the contract 
FOR MARGINALLY PUNCHED CONTINUOUS 

FORMS 

U.S. Govemmenl Printing Office 

A progrun heU in Janiwry o*. 3 .nccewive lUyt from 9 to 

4^m. at the U.S. Government Printing Office, North Capitol 
and H Streeu, Washington, D.C. 20401. 



Description 

The class wiii study the Contract for Marginally Punchrf ^ntinuous 
Forms and will cover such topics as : (a) Who murt rad who may ^ 
the contract; (b) Which orders fit the contract; (c) How to use GTO 
Form 1026a; (d) How to place orders; (e) Planning mthin P«»ti^ 
limitations; (f) General do’s rad don’to Training tehniqura will in- 
clude lectures, question and answer periods, workshop practices, a 
n. limited tour of the plant. 



ITAo May AUend 

The course is conducted for authorized personnel eng^ in the 
preparation of specifications, pricing, rad procuremrat of forms under 
the Contract for Marginally Punched Continuous Forms. 
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How To MtJto NominaUoma 

Nominatimis are to be made by letter to Mr. Daniel H. Campbell, Di- 
rector of Purchases, Boom C814, U.S* Goiremment Printing Office, 
Washington, D.C. 20401. Nominations are to be made through the 
agency^s training or personnel officer and include the department or 
bureau, nominee’s name, title, and grade. The teleph<me number of 
the person to be notified of acceptance is also requested. No^ere will 
be accepted in the order in which they are received. Notification by 
telephone as to acceptance and specific dates will be made at least two 
weeks prior to the start of each pn^ram. 

Other informoHon 

There is no cost to agencies. Each program will be limited to about 50 
persons. It is suggested that all who register attend all sessions. Fur- 
ther information may be obtained by calling the Assistant Chief, 
Specifications Section. Telejdioiio: Area code 202, 541-3351 (Govesm- 
ynimt. dial Code 149) , e xtoi s io n 351. 



TIMU-SPP 

NATHH4AL AIRCRAFT ACCIDENT INVESTIGATION 
SCHOOL 



Depattmait of Transportation 
National Transportation Safety Board 



A variety of 
ffalioBBl Aircraft 




1968-69 at the 
(NAAIS) 



lMMWiCit 7 ,Okla. 



Deotripdom 

The NAAIS offers a variety of courses related to aircraft accident 
investigatiem techniques and methodology. 

IFJho May Affend 

Courses at the NAAIS are intended primarily for representatives of 
UJS. civilian and militery agencies and foreign ^ver^e^ who 
have a statutory responsibility for aircraft accident investigation. Per- 
sonnel from other agencies may be considered for these courses on a 
S>ace-available basis. 

Him To MiJse Notninatiotu 

Information on course offerings, eligibility for courses, and cost may 
be obtained by writing to: The Dean, National Aircraft Accident In- 
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veetiintioii School, FAA Aeronautical Center, Oklahoma City, Okla. 
78101. 



TD-02-SPP 

FAA BASIC INVESTIGATION COURSE 
Brookingi InalitiitiiHi 

A (904mmt) com ■ wth i g Moiidor 

t:SO ajik to 5:3# p-ou. whh several eveoiii* ■cssioot SfertlK: 
lo be — later. It will be givcB at tbe Brookings 

iMtitntion, 1775 HaasacInMcas Avenae NW. 



Deaerifdom. 

Objectives are to develop broad understanding of investigatira func- 
tions by reviewing fuhdamenUls of obtaining information and eiam- 
ining the dements of die investigative process; to develop appreem- 
tion of basic principles of human relations toward getting cooperative 
witnesses; to develop skill in interviewing for ^plete testimony and 
in evaluating statements as evidence; and to improve inspe^r con- 
duct and decorum. Course cmitent includes the dements of the m- 
vestigatfw’s job, undwstanding individual behavior and person to- 
person communications in investigations, the art of asking qu^ions, 
writing and thinking throng^ report^ dynamics of group behavior, 
problem solving for investigators getting cooperative witness^ tech- 
niques of investigation, accepteble and admissible evidence, public aj^ 
pearances in court or hearings, investigation report analysis and 
practice. The training methods indude lecture, discussion, cases, rnle 
playing, problem solving, and investigation skill practice. Instru^on 
is given by FAA staff, other Government agencies, Dejmrtmrot of 
ricnlture Graduate School, private contractors and univerdty profes- 
sors from George Washington University and Temple University. 

IFbo May Affemi 

Investigators at GS-11 and above who hare at least 1 year of work 
experience in non-personnd-type investigation, fact-finding or eva u 
ation functions, on a space-available basis. Trainees must be released 
frmn duty for full-time study. 

Haw To Make Nomimatiana 

Address the Chief, Training Division, Federal Aviation Admmistra- 
tion, Washington, D.C. Informal arrangement dmuld be made first by 
telephone to Mr. Bott, extension 27831. 
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Other tnformalUm 

Approximate cost : $150 per participant. 



GS-91.05-SUP 

SHIPPING HOUSEHOLD GOODS 
General Senrices Administration 

A l-day eonne sdicdiikd periodieallj in Wadiinflon, D.C, and 
other centers of Federal popolalkm. 



DeMoiptUm 

The program is designed to assist Federal agencies in: (1) Obtaining 
more advantageous rates for shipping household goods, (2) providing 
authoritative information about what alternative are available and 
what allowances are authorized for employees being transferred, (3) 
aiding employees in selection of carriers, (4) safeguarding employees 
from unnecessary costs in shipping housdiold goods, and (5) pro- 
viding guidance for employees in preparing for movement of house- 
hold goods. X « -X 

Among the topics to be discussed are: the “confuted rate ^^em 

versus the use of Government bills of lading, carrier rates and service^ 
entritrle«» M*nt« of individuals, cenmon problem areas, and questions and 
answers in GSA’s pamphlet “Shipping Your Household Goods.” 

Who May AtUmd 

This course is open to administrative, fiscal, and transportation per- 
sonnel of any agency whose duties involve the movement of employee’s 
household goods. 

Horn To Make NominatUnu 

Nominations should bo submitted through agenqr employee develop 
ment officers to the Interagen<gr Training Staff, General Services Ad- 
ministration, 18th and F Streets NW., Washington, D.C. 20405, using 
Optional Form 37, Nomination-Registration for Training. 

Other tmformmtioa 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling area code 202. 
343-7681, or code 183, extension 7681. 






GS-91.07-SPP 

FREIGHT LOSS AND DAMAGE CLAMS 



Goieral Serrieet A dmini itratfon 




penodieallr in W«diiiifl«»» D.C, and 
of Fodefrf popidation or at afcnc7*a aite if 



Description 

The course is designed to assist Federal agencies in the processing of 
claims against carriers for loss and damage to Government property 
during diipment. It will help agracies take precautionary steps to 
prevent loss and damage to their shipments. 

The following points wiU be highlighted: preventi^ of 
damage; liability of shipper and carrier; consignees certificate of 
deUvery; report of loss, damage, or shrinkage, measure of loss and 
damage ; and step-by-st^ claims procedure. 

Who May Attend 

This course is open to all Federal employees who are responsible for 
the handling and processing of loss and dama^ claims. It is also 
open to employees who are concerned with the shipping and receiving 
of Ctovemment property in safe condition. 



Bow To Mtdte BondnaBona 

Nominations should be submitted through agency employee develop- 
ment officers to the Interagency Training Staff, 

Administration, 18th and F Streets NW., WasWngton, D.C. 2040 , 
using Optional Form 37, Nomination-Registration for Training. 



Other Information 

No cost to agencies. Specific dates and locations will be announc^. 
Agencies may obtain additional information concemi^ thw wurse by 
^ing area code 202, 343-7681, or code 183, extension 7681. 
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GS-91.09-SPP 

OCEAN TRANSPORTATION 

General Servieet AdministratMm 

A 1^7 coorae offered periodicallj in Waahinglon, DXL* aad 
other centers of Federal popnlation. 



Detei^ption 

This course is designed to increase effectiveness and economy in the 
international procurement and transportation programs of Fedmtl 
agencies by presenting and discussing means of : coordinating procure- 
ment fun(^i(ms more closely with those of transportation; promoting 
a broader understanding of ocean transportation procedures; investi- 
gating costs via all modes, or combinations of modes, of transporta- 
tion; and providing for most effective terms of delivery in contracts. 
Topics to be discussed are: the materials procurement stage; the pre- 
lindnary shipping stage; tranqmrtation to port, the p<ni; activity 
stage; export shipments; import shipments; cross trades ^pments; 
cargo conference; foreign freight forwarded; and ship chartering. 

Who May Attend 

The course is open to administrative, supervisory, and operations per- 
sonnel whose duties involve the procurement and transportation of 
materials for delivery to overseas destinations. 

How To Make Nominatione 

Nominations should be submitted through agency employee develop- 
ment officers to the Interagenqr Training Staff, (jeieral Services 
Administration, 18th and F Streets NW., Washington, D.C. 20405, 
using Optieial Form 37, Neninatiei-R^stratiei for TVaining. 

Other InfamuMon 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information concerning this course 
by calling area code 202, 343-7681, or code 183, mrtension 7681. 
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GS-91.11-SUP 

FREIGHT RATES AND TARIFFS 
General Serviees Administration 

A l*day coone Mhcdnled periodkallj in Washington, D.G, and 
other center* of Federal population. 

De$eH]^Mon 

This course is designed to broaden the transportation and traffic man- 
agement capabilities of Federal agencies by : providing information 
and guidance regarding the availability and use of GSA’s tariff library 
facilities in obtaining more economical transportation services} re- 
viewing the pricing structure of the transportatitm carriers of the 
United States; and exploring the benefits to be derived from proper 
application of rates^ routings^ and other transportation data in car- 
rier’s tariffs. Discussion will include the followmg topics: freight 
rates, carrier tariffs, rate tenders to the government, accessorial serv- 
ices, specialized services, transit arrangements, and regulatory 
provisions. 

Who May Attend 

This course is opra to administrative, supervisory, and operational 
personnel whose duties in full or in part involve freight transporta- 
tion activities. 

How To Make Nonunatiom 

Nominations should bo submitted through ageni^ employee develop- 
ment <ffi.ers to the Interagency Training Staff, General Services Ad- 
ministration, 18th and F Streets NW., Washington, D.C. 20405, using 
Optional Foim 37, Nomination-RegistratioBi for Training. 

Other information 

No cost to agencies. Specific dates and locations wm be announced. 
Agencies may obtiun additimal information by calling area code 202, 
343-7681, or code 183, oxtention 7681. 



GS-91.14-SPP 

PASSENGER TRAVEL CONFERENCE 
General Services Administration 

A Z-duy course scheduled periodieallr in Washington, D.C, and 
olhercenlersof Federal population or at Agency’s she if desired. 



De$erij^ion 

The conference will assist Federal agencies to evaluate their transpor- 
tation activities on a total cost concept and reduce costs by talang into 
account all relevant faotora, such as: schedules, fares, per diem, loss 
of productive time, as wdl as the comfort and net effectiveness of 
traveler. It will also enable agencies to evaluate the benefits of pas- 
senger traffic management techniques applied to agen(^ programs 
including centralized travel services. 

Who May Attend 

The WMiference is open to civilian agency personnel who (1) supervise 
travel activities (2) approve, authorize or arrange travel and (3) for- 
mulate or develop travel procedures. 

How To Make Non»ination» 

Nominations should be submitted through agency employee develop- 
ment officers to the Literagency Training Staff, General Services Ad- 
ministration, 18th and F Streets NW., Washington, 20405, using 
Opti<Mial Form 37, Nomination-Registration for Training. 

Other tnformatton 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additicmal information by calling area code 202, 
343-7681, or code 183, extension 7681. 



GS-72.01-SPP 

SPACE PLANNING AND LAYOUT 
General Services Administration 

A Snlay course offered in Washington, D.C., and other centers 
of Federal pt^nlation. 

DeaeripHon 

This course will assist agencies to: improve utilization of office space; 
formulate criteria for office layout and for evaluation of space utiliza- 



227 



tion; develop leyoots which conform to end complement work flow 
requirements. , . 

it: K 

workshop sessions. 

Who May Attend j i ^ 

This course is deigned ^ 

technicians and their supervitore. , j?„ limited assign- 

planner with sufficient knowledge “is capaWli- 

^^lemTor projects in the space planning and layout field. 

How To Make NominationB 

Nominations should be submitted ^vicei 

a43-7681. or code 183, extension 7681. 



GS-73.02-TRC 

elevator maintenance and repair pro- 
gram 

General Services Administration 

A pnxnmi ~mpH«d •» TT TT ***” 

- *.*h. offered only in Washington, D.C. 



The increased use of electronic gear 



The Elevator Maintenance and Kepair Program is designed to help 
meet this need by providing up-to-date information and instructicm 
in the various phases of elevator maintenance and repair. 

The four courses are as follows: 

Principles of Electricity— covers fundamentals of electricity, simple 
electrical circuits, series and parallel cirouits. Ohm’s law, DC am- 
pound and bridge circuits, magnets and electromagnets, alternating 
currents, inductance, electrical indicating instruments, and schematic 
wiring diagrams and symbols. 

Motors and Generators— covers theory and operation of AC and DC 
motors, and AC and DC generators, DC power supplie^ ma^etic 
ampUfiers, and transformers. It also includes ^udy of schematic 
wiring diagrams, use of meters, and troubleshooting techniques. 

Controls circuitry and Sequence— covers electronic control units, elec- 
tronic components and symbols, control and dispatch troubles, ap- 
proach to troubles and leveling operation. 

Controls, Servicing, and Adjustments— covers DC motor controls 
counterbalancing of elevators, Ward-Leonard systems variations, loop 
circuit characteristics, generator compounding, suicide circuits, and 
principles of generator loop circuits and controls. 

Who May Attend 

This program is designed for elevator repairmen, supervisors of 
elevator operations, electricians, and others whose trades require elec- 
trical qualifications. 

How To Make Nomination$ 

Nominations should be submitted through agency employee develop- 
ment officers to the Interagency Training Staff, 

Administration, 18th and F Streets NW., Washington, D.C. 20405, 
using Optional Form 37, Nomination-Registration for Training. 

Other Information 

Separate enrollment is necessary for each course in the program. 
Non-GSA personnel are admitted when space is available. It is pre- 
ferred that participants take each of the four courses in turn. Excep- 
tions can be made to allow qualified personnel to take single ph^. 
There is no cost to agencies. Additional information may be obtamed 
by calling area code 202, 343^-7681, or code 183, extension 7681. 
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GS-73.01-TRC 

REFRIGERATION AND AIRCONDinONlNG 
General Services Administration 

A 4-week course offered periodicallj at the GSA Regional Office 
Building, Seventh and D Streets SW., Washington, D.C. 



Detcription 

This course is designed to assist in : improving the effectiveness and 
economy of operations of refrigeration and airconditioning equip- 
ment and systems in Federal buildings; maintaining environmental 
conditions necessary for employee work efficiency, and for preservation 
of supplies and the operation of ADP or other equipment which is 
sensitive to humidity and temperature changes; reducing hazards in 
handling refrigerants and in operating and repairing equipment. 

Among the topics to be covered are: Principles of heat, energy, states 
of matter, pressure-temperature relationships, heat computations, elec- 
tricity and magnetism; refrigeration processes and cycle, and oper- 
ation and maintenan6e Of qrstem and components; properties, han- 
dling and centrifugal and reciprocating compressors, piping, fittings, 
joints, motors, starters, controls, protection devices, etc. ; cooling loads, 
air properties, air flow and measurements, and psychometric charts; 
and computations of heat and refrigeration demand and capacity. 
In addition, demonstrations and practice sessions are provided on var- 
ious aspects of operation and repair including : Brazing, flaring and 
retubing; dismantling and reassembling reciprocating compressors; 
centrifugal pumps; thermostatic expansion valves; window units and 
evaporative cooling systems; air measurement and distribution, fan 
characteristics; induction units, pumps; and electricity and control 
boards. 

An extensively equipped shop is available for practice and demonstra- 
tion sessions, which comprise approximately one-half of the course 
time. 

Who May Attend 

The course is designed for operating engineers and refrigeration and 
air-conditioning mechanics in all agencies with basic trade familiarity 
and skills. It serves to broaden knowledge and improve skills of these 
personnel, as needed, in the basic principles and practical operation 
and repair of various systems, components, and types of equipment. 
Nominees should have completed the eighth grade and have sound 
arithmetical knowledge. 
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How To Mako Nominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Interagency Training Staff) General Services 
Administration, 18th and F Streets NW, Washington, D.C. 20405, 
using Optional Form 37, Nomination-Registration for Training. 

Other Information 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information concerning this course 
by calling area code 202, 343—7681, or code 183, extension 7681. 



GS-73.03-TRC 

NATIONAL ELECTRICAL CODE 
General Services Administration 

A cotme of 12 2.hour •essions held 2 evenings per week for 6 
weeks. Scheduled as needed, in Washington, D.C., only. 



Description 

The coure is designed to study and interpret the requirements of the 
National Electrical Code and apply these requirements to the manage- 
ment of Federal Buildings, in order to promote safer conditions for 
personnel and equipment, and to reduce the danger of fire from electri- 
cal sources. The course consists of twelve 2-hour evening sessions of 
presentations and roundtable discussions of the application of the 
National Electrical Code. The topics covered include those recom- 
mended in the National Electrical Code. Some of the topics to be 
covered are as follows: (1) wiring design and protection; (2) wiring 
methods and materials; (3) equipment for general use; (4) special 
occupancies and equipment; (5) special conditions; and (6) com- 
munications systems. 

Who May Attend 

This course is open to electrician foremen and journeyman level elec- 
tricians in ALL agencies of the Federal Government. Buildings man- 
agers and their assistants are also eligible to attend to familiarize them 
with the requirements of the National Electrical Code. 

How To Make Nominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Interagency Training Staff, ^neral Services Ad- 
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minis tration, 18th and F Streets NW., Washington, DC. 20405, using 
Optional Form 37, Nomination-Registration for Training. 

Other InformaUon 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information concerning this course by 
calling area code 202, 343-7681, or code 183, extension 7681. 



GS-81.01-TRC 

TELEPHONE EQUIPMENT MANAGEMENT 
General Services Administration 

A GSA office program conducted in the GSA Regional Office 
cities or at other agency’t site if appropriate. Duration of course 
is 3 days. 



Detcription 

This program covers types, uses and operation of telephone station 
equipment, methods of conducting equipment and utilization surveys, 
management of telephone systems, economic value of service and tech- 
niques used in the evaluation of telephone equipment needs. 

Who May Attend 

Employees of other agencies responsible for the procurement or provi- 
sion of telephone services to the agency. These employees should have 
the following qualifications : ability to receive semi-technical training, 
ability to analyze data and relate it to equipment capabilities, some 
basic knowledge of telephone instrument functions and capabilities, a 
basic knowledge of communications facilities procurement and anal- 
ysis, ability to make decisions and mature judgment. 

How To Make Nomination$ 

Nomination should be submitted through agency employee develop- 
ment officers to the Interagency Training Staff, Gteneral Services Ad" 
ministration, 18th and F Streets, NW., Washington, DC. 20405, using 
Optional Form 37, Nomination-Registration for Training. 

Other information 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling area code 202, 
343-7681, or code 183, extension 7681. 
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PUBUC UTILITIES SERVICE MANAGEAIENT 
General Services Administratimi 

A 3^7 conne tdiediiled periodicany in WaJiington, D.G« and 
other ccnten of Federal population. 



Description 

The course is designed to aid Federal agencies in : ensuring the eco- 
nomical use of public utilities service sjstons; mi nimizing operational 
and maintenance problems by more efficient utilization ot public utili- 
ties service qrstons; reducing utilities service requirements fmr raw 
materials storage, parts inventory, and personnel; and implementing 
a conservation program based on wise use of electricity, water, gas, 
steam, airconditioning, and sewage, garbage and refuse disposal serv- 
ices. lecture, ccmfurence, and problem-solving exercises will be used 
to explore the following topics : Analysis of the public utilities con- 
tracts and billings; electrical distribution systems; load scheduliiig; 
facilities power requirements in demand and energy; water distribu- 
tion systems and leak surveys; sewage collection systems and infiltra- 
tion surveys; and work area heating, cooling, and ventilating 
requirements. 

Who May Attend 

This course is open to plant mgineers, plant and/or b uilding super- 
intendents, buildings managras and other supnvisms of any agency 
with responsibility for installaticm, operation, maintmiifift of 
utilities service. 

It is also open to <^cials eligible for the Executive Seminar, Public 
Utilities Service Procurement, who are interested in broadening their 
understanding of operational practices. 

How To Make NoaUnatiotu 

Nominations should be sulnnitted through agency employee develop- 
ment <^cers to the Interagency Training Staff, General Services Ad- 
ministration, 18th and F Streets NW., Washington, D.C. 20405, using 
Optional Form 37, Nomination-R^gistrati<m for Training. 

Other Information 

No cost to agencies. Specific dates and locati<ms will be announced. 
Agencies may obtain additional informati<m by calling area code 202, 
343-7681, or code 183, 7681. 



GS-88.01-SUP 

PUBUC irnuTiES service procurement 

General Senricet Administration 

A f K#AiL^ per i n Ji riJIy in W sdiin g l on, D.G, and 

other ccntcn of Federal pt^nlatioii. 

Deteription 

The M^minar is designed to aid Federal agencies in their procurement 
and management of public utilities service wmtracts by: Providing 
guidelines for the negotiation, preparation, and administration of 
contracts; ensuring that services are obtained under terms and condi- 
tions most favorable to the agencies; establishing uniformity of stand- 
ards for public utilities swvice procurement policy and procedures 
among Federal agmeies; and facilitating contract preparation 
through provisiem of standard terms, conditions, ncunenclature, and 
technical and special provisions. 

Atnnng the tc^ics to be discussed are: Identification of requiranents 
for public utilities service brought about by new constructiem, recon- 
strnctiem, change in missiem, or change in fuel ; determination of type, 
quantity, quality and ncnnmiclature of required public utilities service 
needs; the development of technical specificatdons and special pro- 
visions applicable to public utilities service requirements; analysis 
and selection of possible sources of supply; the operating procedures 
laadiwg to and Elimina ting with the ccmtract negotiatiem ; the prepara- 
ti<m of public utilities service specifications and execution of the con- 
tract; and contract administaration. 

Who May Attend 

This seminar is open to procurement officers, contracting officers, con- 
tract administrators, and other pers<Mmel migaged in the procuremen;;, 
preparation, and a dminis tration of public utilities service contracts. 

Horn To Make No mi ma H otu 

Nominations should be sulnnitted through agency employee develop- 
ment officers to tbe Interagency Training Staff, General Services Ad- 
ministraticMi, 18th and F Streets NW., Washington, D.C. 20405, using 
Optional Form 37, Nmnination-Registraticm for 'Hnuning. 

Other tmfor aurii om 

No cost to agencies. Speech*', dates and locations will be announced. 
Agencies may obtain addi'.itmal informatiem by calling area code 202, 
843-7681, or code 183, extension 7681. 
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m-03-spp 

URBAN TRAVEL FORECASTING COURSE 
Department of Transportation 

A 2*wedi coune offered lluce timee a year, tcatativdy ediednled 
for October 1968, Janoaty 1969, and May 1969, Rm. 628, Bniea* 
of Publie Roade, 1717 H Street NW. 



Description 

The course is designed to impart a working knowledge of selected 
urban travel forecasting techniques and procedures. These techniques 
and procedures are presented through a series of lectures and workshop 
sessions set in a frameworic of the urban transportation p lanning 
process. Included in the presentation are such itrtns as traffic assign- 
ment, travel forecasting (including mass transit), trip generatiem, 
trip distribution and network evaluation as well as an introduction 
to economic, population and land use analyses. 

Who May Attend 

Persons who are closely connected with tranqwrtation planning. 

Haw To MtJte Nominations 

Ncuninations should be made by phone to Mrs. Janice M. Stout, WOrth 
7-380r , or code 189, extension 3803. 

Other infonuatton 

There is no cost for the course. All necessary instructional materials 
are provided. 



DapvtMat af CMHMfM 

The National Bureau of Stuidards Graduate School offers a number 
of courses (during the workday) in the physical sciences and kindred 
fields during the acadonic year 1968-69. The employee developmrtit 
activities planned by the National Bureau of Standard range over the 
spectrum of scientific disciplines and educational levels. 

Although the courses offered during the workday are deagned pri- 
marily to improve the skills and knowledge of staff members, approxi- 
mately 10 percent of the total r^;istration can be given over to 
employees of other Government agencies. 
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Xnquirics concerning the courses to be offered this foil should be di- 
rected to Mrs. Virginia Maxwell, Registrar, Graduate School of the 
National Bureau of Standards, code 164, extension 3497. Agendee may 
be asked to reimburse the National Bureau of Standards for all or a 
portion of the cost of this training. 

Specific courses will be listed in the Interagen<gr Training Programs 
Monthly Calendar when they are formalized. 



FAA ACADEMY 

Department of Transportation 
Federal Ariation Administration 

A varidr of eamnea to be hdd throoghoat 196S-69 at the Fed- 
eral ATiatioo Adnuniatration Acadeno^* Oklahonu Qtjr* Okla. 



DeacripiioH 

The FAA Academy conducts a wide variety of technical training 
courses in the areas of Air Traffic, Electronics, and Flight Standards. 
In addition, the Academy offers courses in Instructor Training, on-the- 
job Training Techniques, Visual Conmunications, Curriculum De- 
velopment, and Training Evaluation Techniques. 

Who Mmy Attend 

Courses at the FAA Academy are designed primarily for FAA m- 
ployees; however, any Bgmcy with a need for this type of training 
may obtain spaces in Academy courses on an as-available basis. 

Hots To Make Nomination$ 

Information on course offerings, eligibility for courses, and cost may 
be obtained by writing to : FAA Academy, code AC-900, FAA Aero- 
nautical Center, P.O. Box 25082, Oklahoma City, Okla. 73125. 



Health and Safety Services 

Safitir aid PratecCon 



CS-37i»-SFP 

DEFENSIVE DRIVING TECHNIQUES 
General Servieea Administration 



A 2*da7 conne for all drirera of Govenunent motor rchicleay 
offered in Washingtoii, D.C, and other center* of Federal 



De$eription 

The course is designed to assist Federal agmcies in discharging their 
responsibilities under the President’s program of accident-reductimL 
The Defensive Driving Techniques course aims to produce accident- 
free drivers. 

It will emphasize the principle that all accidents are caused and that 
the driver’s way of thinking is an important factor in producing acci- 
dents. The role of the driver, the vehicle, and road conditions will be 
explored. Driving will be analyzed as an interplay between how the 
driver sees a situation, how he attonpts to use a vehicle, and how he 
tends to react. 

Specifically, the course will teach drivers of Government motor vehicles 
to: Recognize the significance of motor vehicle operation of various 
road, traffic, and weather conditions; recognize and allow for the 
effects of various influences on driver behavior, such as fatigue, stress, 
personal irritations, and events of daily life; acquire skills of smooth 
vehicle operations: and perform the safety countdown on the equip- 
ment checkpoints. 

Among the topics discussed are : tJsing all the human senses; the mean- 
ing of the phrase: “Full time and attention to driving**; driving ac- 
cording to conditions; sensing potential driving hazards; anticipating 
driver behavior cm the road ; actions to avoid involvement in accid^ts ; 
vehicle tire hydroplanning; braking techniques; and stopping dis- 
tances and speed as related to conditions. 

Content will be adapted to meet the needs of individual participants 
and of the locality in which the class is taught. 

Through the use of lecture, class discussions, quizzes, and films, par- 
ticipants will be encouraged to relate their personal interests and 
driving problems to information, principles, and guidelines for safe 
vehicle operation. 
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Who May Attend 

Agencies may nominate any holder of a valid SF-46 (U.S. Govern- 
ment Motor Vehicle Operators Identification Card). Date of expira- 
tion of card should be shown in block number 16 on Optional Form 37, 
Nomination-Registration Card for Training. 

How To Make Nominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Interagency Training Staff, General Services 
Administration, 18th and F Streets NW., Washington, D.C. 20405, 
using Optional Form 37, Nmnination-Registration for Training. 

Other information 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling area code 202, 
343-7681, or code 183, extension 7681. 



GS-75.01-SFP 

GUARD TRAINING 

General Services Administration 

A 644>oar training course condacted at the GSA Guard Training 
School, Tariff Building, Seventh and F Streets, NW., Washington, 

D.C. Scheduled as needed. 

Deseripdon 

This course is designed to assist Federal agencies in achieving maxi- 
mum guard force capability. Through this training, the participants 
increase awareness of their responsibilities as guards. They become 
more familiar with standard procedures and approved customs, and 
acquire the knowledge and skills necessary to accomplish their duties 
in a confident and effective manner. 

The topics to be covered are: General duties, rules, and regulations; 
legal instructions; arrest procedures; control center operations; use of 
the pistol; report writing; traffic control; safe operation ot: elevators; 
safety and accident prevention; public relations; first aid; and fire- 
fighting and fire prevention. 

Demonstrations and practice sessions are provided in: Arrest proced- 
ures (including attendance at D.C. Police Court) ; operating elevators; 
basic firefighting (using the fire vault,) ; safe handling and use of the 
pistol, including qualification firing: and the, standard first aid course 
as outlined by the American Red Cross (guards who qualify will be 
eli^ble to receive the standard first aid card). Team work is given 
emphasis along with individual skills and performance. 
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Who May Attend 

This course is open to guards or employees of all Federal agracies 
whose duties require a thorough knowledge of protection activities. 

How To Make Nominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Interagency Training Staff, General Services Ad- 
ministration, 18th and F Streets, NW., Washington, D.C. 20405, using 
Optional Form 37, Nomination-Registration for Training. 

Other Information 

No cost tc agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information concerning this course by 
calling area code 202, 343-7681, or code 183, extension 7681. 



DI-417-SFP 

OFF-THE-JOB SAFETY PROGRAM AND INTEREST 
AREAS 

A l-daj seiiiiiiar program pretemcd at the requetting agencf. 
Description 

A discussion participation seminar program designed to explore the 
extent of the accident problems in the nonwork environment and to 
detail various approaches and methods to reduce off-the-job accidents. 
Emphasis is i>laced on: (1) the reduction of accidents associated with 
personal transportation; (2) the awareness and removal of jwtential 
hazards encountered in and around the home; (3) the safe enjoyment 
of leisure and recreation activities. The objective of this seminar is 
to provide practical program orientation and methodology for use 
by supervisory and safety personnel. 

Who May Attend 

The seminar program is designed for all personnel with safety or 
supervisory responsibility and is open to all agencies and groups. 

How To Make NoTninaHons 

The seminar program can be obtained by request to the Accident Pre- 
v'ention Division, D.C. Department of Public Health, 801 North Capitol 
Street NE., Washington, D.C. 20002, Telephone: 629-3052 (IDS code 
137-3052). 
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Other information 

This program is provided free of charge to any agency or group. 
Transportation and expenses are requested from agencies outside of 
the Metropolitan Washington area. The course is best presented to 
groups of approximately 20 persons, and in facilities equipped for use 
of visual aids and practical demonstrations. Program length, topic 
concentration area and facilities can be individually arranged. 



DI-08-SFP 

CONSTRUCTION SAFETY 
D.C. Industrial Safety Division 

A 6-bour courae hdd at 602 D Street NW., from 7-9 p.m., 1 night 
a week. Schedule arranged according to demand. 

Deicription 

This course is designed to acquaint construction workers, construction 
supervisors, construction inspectors, safety inspectors and others with 
the basic requirements for safety codes and standard compliance within 
the District of Columbia. Emphasis is given to the interpretation and 
application of the D.C. Construction Safety Code and other applicable 
safety codes. 

Who May Attend 

The course is open to all personnel working in the construction field 
and to safety inspectors or safety officers. 

How To Make Nominations 

Write to the Director of Industrial Safety, D.C. Minimum Wage and 
Industrial Safety Board, 602 D Street NW., Washington, D.C. 20004. 

Other information 

Tuition is free. Further information may be obtained by calling 629- 
4566, or code 137, extension 4566. 
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DJ-03-SFP 

SUPERVISORY SAFETY CLASSES 

Rureau of PrisonSy Department of Justice 

A 30'hour program scheduled periodicalljr at the U.S. Peni* 
tentiaiT, Lewisburg, Pa., and at the Federal Reformatoir, Peters- 
burg, Va. 



Description 

This course is designed to provide a broad coverage of current prac- 
tices in supervisory safety responsibilities. It covers safety organiza- 
tion, safety administration, and control of mechanical and physical 
hazards in living quarters and industrial settings. It is presented by 
instructors from the Department of Labor. 

Who May Attend 

Limited space is available for other agency supervisory personnel who 
can attend this training at either of the institutions listed above. 

How To Make Nominations 

Nominations should be made on Optional Form 37 and mailed to Chief, 
Manpower Development Section, Bureau of Prisons, Room 400, 101 
Indiana Avenue NW., ZIP 20537 ( Stop 305-B) . 

Other information 

Information may be obtained by telephoning RE 7-8200, extension 
2275, code 187. 



DL-02-SFP 
SAFETY TRAINING 
Departnlent of Labor 

SAFETY courses and seminars are conducted in the field for super- 
visory personnel, collateral duty safety personnel, and union repre- 
sentatives. These courses are conducted by safety consultants of 
Regional Offices of the Office of Occupational Safety, Bureau of Labor 
Standards, U.S. Department of Labor. 

Description 

Training agenda is tailored to the needs of the requesting Field Fed- 
eral Safety Council, from 6-hour seminars to a 30-hour course. Sub- 
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jects relate to safety organization and administration, and to control 
of various mechanical and physical hazards. Subjects available in- 
clude: Safety Responsibility, Safety Committees, Accident Causes, 
Inspection and Investigation, Layout and Housekeeping, Safeguard- 
ing Machinery, Personal Protective Equipment, Office Safety, Work- 
ing Surfaces, Job Hazard Analysis. 

Who May Attend 

Employees of Federal agencies as nominated by their agencies to the 
Field Federal Safety Council. 

How To Make Nominations 

Nominations should be submitted by authorized agency representatives 
to local Field Federal Safety Council which will transmit the request 
to the Regional Office, Bureau of Labor Standards, U.S. Department 
of Labor. 

Other informaUon 

No cost to agencies. 

DL-Ol-SFP 

SUPERVISORY SAFETY TRAINING 

Potomac Area Chapter, Federal Safety Council 

A minimum of four 2-dej basic safety courses are conducted in 
Washington, D.C, annually by the Potomac Area Chapter in co- 
operation with the Bureau of Labor Standards, U.S. Department 
of Labor, and the Civil Service Commission. 



Description 

Designed to assist supervisors in carrying out the safety responsi- 
bilities involved in their jobs. The latest methods and approaches to 
accident prevention will be discussed and demonstrated with emphasis 
placed on those skills that can be carried back to the job by the par- 
ticipant. The course will include: Supervisory responibility for 
safety ; communications ; accident analysis and remedial actions ; acci- 
dent investigation and reports; inspection procedures; fire protection 
and prevention; motor vehicle safety; and hazard recognition. 

Wh>> May Attend 

The course is designed for supervisory personnel who holds positions 
as first- and second-line supervisors. Typically, the nominees should 

! 
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direct the activities of subordinate supervisors and/or work groups. 
Within these guidelines, supervisors in grades GS-7 to 13 or equiva- 
lent should be nominated. 

How To Make Nominations 

Nominations should be submitted by authorized agency representar 
tives to the Executive Secretary, Federal Safety Council, U.S. Depart- 
ment of Labor, Washington, D.C. 20210, using Optional Form 37. 

Other Information 

No cost to agencies. Specific dates and locations will be announced. 



DI-Ol-SFP 

CIVIL DEFENSE MANAGEMENT 
D.C. Office of Civil Defense 

A S-dav course at Howard University, 2400 6th Street NW. 



Description 

This course is designed to train Civil Defense Officials in planning, 
organizing, and managing a total Civil Defense Program with empha- 
sis on the Community Fallout Shelter Program and its relationship to 
the complete ccmimunity civil defense effort. 

Who May Attend 

This course is primarily for Department Heads and Key Staff Mem- 
bers or other persons having direct supervision of a segment of civil 
defense in government. 

How To Make Nominations 

Nominations may be made to the Director, District of Columbia Office 
of Civil Defense, 4820 Howard Street NW. Washington, D. C. 20016. 
Agencies and individuals concerned will be given early notification of 
approved nominees. Nominations will be made by Heads of Depart- 
ments, Agencies, Divisions, Branches, or Sections. 

Other Information 

There is no cost for this training to the student or to the agency. 
Further information may be obtained by calling 629-7344, or code 137, 
extension 7344. 
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DI-02-SFP 

PERSONAL AND FAMILY SURVIVAL 
D.C. Board of Education 
Civil Defense Adult Education 

EhscripHon 

This program is designed to give adult citizens a basic understanding 
of Civil Defense and the action they must take to fulfill their individ- 
ual, family, and community responsibilities for defense. It is a 12- 
hour course that stresses the nature of and the need for Civil Defense, 
the nature nuclear warfare, principles of protection, the shelter pro- 
gram, and the individual’s community civil defense responsibility. 

Who May Attend 

This course is offered to all interested personnel in all of the agencies. 

How To Make Nomination$ 

Nominations may be made to the Coordinator, Civil Defense Adult 
Education, 4820 Howard Street NW., Washington, D.C. 20016. Agen- 
cies and individuals concerned will be given early notification when 
course will commence. 

Other information 

There is no cost for this training to the student or to the agency. 
Classes will be held within the agency when scheduled and number of 
sessions until the completion of 12 hours of instructions may be ar- 
ranged by the agency. Further information may be obtained by calling 
629-2644, or code 137, extension 2644. 



DI-03-SFP 

RADIOLOGICAL DEFENSE OFFICER 
D.C. Office of Civil Defense 

A Sniny course et Howard University, 2400 6th Street NW. 



Description 

This course is designed to qualify Radiological Defense Operations 
staff members in assembling,’ evaluating, coordinating, and dissem- 
inating radiological intelligence that will enable them to provide: 
(1) technical guidance in radiological defense planning and opera- 
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tions: and (2) on-the-job staff training. The course includes i^rac- 
tion on the national radiological defense program, radiological 
countermeasures, reporting and control center pro^ui^ and post- 
attack recovery measures including decontamination. Practical ex- 
perience is given in the application of these concepts to emergenegr 
operations. 

Who May Attend 

This course is offered to personnel >f il agencies who have a current 
or projected assignment as a Radiological Defense Officer or as a 
member of a radiological defense operations staff and have completed 
the Radiological Monitoring for Instructors Course. 

How To Make Nominatiom 

Nominations may be made to the Director, District of 
of Civil Defense, 4820 Howard Street NW., Washmgton, D.C. 20016. 
Agencies and individuals concerned will be given early n<^il^i^ j 
of approved nominees. Nominations will be n^e by Heads of Depart- 
ments, Agencies, Divisions. Branches, or Sections. 



Other Informadon 

There is no coat for this treinin* to the stadent or to the agency. Jto- 
ther information may ho obtained by calling 629-7344, or code 187, 

extension 7344. 



DI-04-SFP 

RADIOLOGICAL MONITOR 



D.C. Olliee of GvO Defenw 

A 2-day eom»e at Bmrard Unhremly, 2400 6lb Street NW. 



Dereripdon. 

This 16-hour course is designed to provide trained monitors for Civil 
Defense Operation. The Radiological Monitors Course includes mi- 
tering techniques, instrumentation familiarization, methods of 
contamination, planning of individual and group protection, and the 
symptoms and treatment of radiation injury. In addition to tlm cla«- 
room curricula, the persons in training receive practical experience m 
the use of radiological instruments, monitoring of personnel and areas, 
and reading and calculating amounts of radiation. 
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Who May Attend 

This course is offered to personnel of all agencies who have a current 
or indicated future assignment as a Radiolo^cal Monitor. 

How To Make Nontinationt 

Nominations may be made to tht Director, District of Columbia Office 
of Civil Defuse, 4820 Howard Street NW., Washington, D.C. 20016. 
Agencies and individuals concerned will be ^ven early notification of 
approved nominees. Nominations will be made by Heads of Depart- 
ments, Agencies, Divisions, Branches, or Sections. 

Other Informadon 

There is no cost for this training to the student or to the agency. 
Further information may be obtained by calling 629-7344, or code 137, 
extMision 7344. 



DI-05-SFP 

RADIOLOGICAL MONITORING FOR INSTRUCTORS 
D.C. Office of Gidl Defense 

A 5-day coarse at Howard Umvcrsity, 2400 6lh Street NW. 
Dereripdon 

This course is designed to qualify selected individuals as Radiological 
Monitor Instructors, to provide the technical background necessary for 
advanced training as Radiolc^ical Defense Officers, and to provide 
technical training for other personnel whose assignments require ex- 
t^isive knowledge of Radiological Defense. The course covers basic 
concepts of nuclear science and nuclear weapems effects, types and 
operation of radiological defense equipment, and practical experience 
in using this equipment in radiation areas, formation, decay, and fore- 
casting of radioactive fallout, protection against fallout, source han- 
dling techniques, and monitoring operations. 

Who May Attend 

This course is offered to personnel of all agencies who have a current 
or future assignment as a mwiitor, instructor, or radiolc^cal defense 
c^cer. 

How To Mcke Nominationt 

Nominations may be made to the Director, District of Columbia Office 
of Civil Defense, 4820 Howard Street NW., Washington, D.C. 20016. 



Agencies and individuals concerned will be g^v«i early notification of 
approved nominees. Nwninations will be made by Heads of D^)ai:t- 
ments, Agencies, Di viaons, Branches or Sections. 

Other information 

There is no cost for this training to the student or to the agen<^. Fur- 
ther information may be obtained by calling 629-7344, or code 137, 
extension 7344. 



DI-06^FP 

SHfXTER MANAGEMENT 
D.C Office of Civil Defense 

A 2<dar coanc at Howard Univcnitj, 2400 6ih Street NW« 



De$eription 

This course is deigned to provide bacl^[round infonuati<Ni required 
for the Managem^ of Fallout Shelters and to develop in Shelters 
Managers and their Staff the ability to carry out, effectively, their re- 
sponsibilities and duties. It further provides instruction in nuclear 
weap<m effects and protective measures, the nati<mal shelter progra^ 
shelter living, organization and staff requirements, supplies and equip- 
ment, dielter «itry, operations and emergence from shelter. 

Who May Attend 

This course is offered to personnel of all agencies who have a current 
or indicated future assignment as a Shelter Manager or on the Shelter 
Manager’s Staff. 

How To Make NominationM 

Nominations may be made to the IMrector, IMstrict of Columbia Office 
of Civil Defense, 4820 Howard Street NW., Washington, D.C. 20016. 
Agencies and individuals concerned will be pven early notificati<m 
of approved nominees. Nominations will be made by Heads of Depart- 
ments, Agencies, Divisions, Branches, or Sectimis. 

Other infomudUm 

There is no cost for this training to the student or to the agency. Fur- 
ther information may be obtained by calling 629-7344, or code 137, 
extension 7344. 
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Pubic Health Instruction and Services 



IN-Ol-HIS 
FIRST AID 

UJS. Department of the Interior, Bureau of Mines 

A fimt* rmniirtini' of five ZJioiir acMioiM to be held in Septem* 
her at the Dc|Murt'.nent of the Interior, 18th and C StreeU 
NW,, WaJiington, D.C. 

DescHptUm 

The Bureau of Mines First Aid Course is designed to train persons to 
administer first aid when emergencies arise and thereby save lives and 
reduce suffering fnMn injuries. The basic course includes lectures, 
demonstrations, and practice covering artificial respiration, control 
of bleeding, physical shock, wounds and dressing, bu^ fractures and 
dislocations, and handling and transporting of the inju^. Those who 
complete the training will be issued Bureau of Mines First Aid Cards. 

IFJbo May Auemd 

Although the course is primarily conducted for Bureau of Mines em- 
ployees, approximately 20 spaces will be made available to other Gov- 
ernment agencies. 

How To Make Nominaiiona 

Agencies should make nominations by letter to the Branch of Em- 
ployee Relations and Development, Division of Personnel, Bureau 
of Mines, Room 2614, U.S. Department of the Interior, Washington, 

D.C. 20240. 

OUter Information 

This training is offered at no cost to agencies. Further information may 
be obtained from the Branch of Employee Relations and Developnicnt, 
?43-5489, or code 183, extension 5489. 



HE-Ol-mS 

FOOD AND DRUG LAW 
Food and Drug Administration 

A 5H-da7 coofse condncicd quarlcily in Washington, D.C>, and 
District offices. 

De$cription 

This course is designed primarily for Food and Drug Administration 
supervisory personnel to provide formal training in the intricacies of 
the Food, Drug and Cosmetic Act and relations. The program in- 
cludes an in depth study of the Act, its history and provisions, other 
related laws, FDA philosophy of enforcement and court procedures. 

Who May Attend 

Other agency personnel who are in positions which require a working 
knowledge of the Food, Drug and Cosmetic Act may apply for this 
course. 

How To Make Nominations 

Nominations should be made by letter to the Chief, Training Branch 
(CA-470), U.S. Food and Drug Administration, 200 C Street SW., 
Washington, D.C. 20204. 

Other tnfmmation 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling Training 
Branch, Food and Drug Administration, area code 703, 657-2191, 
or code 161, extension 2191. 



Dl-4)l->ins 

MfDICAL SELF-HELP TRAINING PROGRAM 
Descriptton 

The Medical Self-Help Training Program is designed to teach you 
what to do in an emergency when the services of a pb vsician or allied 
health personnel are not available. Sixteen hours of class are requii^ 
to complete the course. The subjects included are as follows: Radio- 
active Fallout and Shelter, Healthful Living in Emergencies, Arti- 
ficial Respiration, Bleeding and Bandaging, Shock, Bums, Fractures 
and Splinting, Transporation of the Sick and Injured, Nursing Care 
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of the Sick and Injured, Infant and Child Care and Emergency 
Childbirth. 

In addition to lectures by trained instructors, technicolor 16mm films 
and slides, the course includes practical demonstrations. Upon suc- 
cessful completion of this course, a certificate will be awarded. 

Who May Auend 

All Federal and District employees may be nominated for this course 
regardless of grade, agency or position. 

How To Make Nominadon$ 

CSC nomination cards should be submitted by authorij^d agency 
representai/ives to the Chief, Training Section, D.C. Department of 
Public HeUth, Washington, D.C., by April 22, 1968. 

Other Infonnation 

The course is open to all without charge. 



DI-^02-HlS 

COURSE IN TUBERCULOSIS CONTROL 

Description 

This course is designed to explore the tuberculosis problem in the 
District of Columbia with reference to other urban centers. Emphasis 
will be put on: (1) Socioeconomic factors; (2) Detection methods; 
(3) Prevention and treatment; (4) Follow-up and epidemiology; and 
(5) Problems of tuberculosis control. 

Who May Attend 

This course is primarily for wnployees of the (jovemment of the Dis- 
trict of Columbia; however, if space permits, qualified employees of 
other agencies v !l be accepted. 

How To Make Nominations 

Nominations should be submitted to the Chief, Training Section, De- 
partment of Public Health, District of Columbia, Telephone: 629— 
4253, 601 Indiana Avenue NW., Room 303. 

Other information 

Interested agencies will be informed of the schedule. This course is 
offered at no charge to participants. 
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Di-oa-ms 

PROFESSIONS DISASTER TRAINING SEMINAR 



De$eriptlon 

The Professions Disaster Training Seminar has been arranged for 
persons with significant medical responsibilities for maintaining the 
health of the community during time of disaster. The seminar will 
include sessions dealing with : 

Hospital Disaster Planning. 

Medical Teamwork at the Disaster Site. 

Emergency Communications. 

Mass Feeding. 

Developed as a part of the continuing program of the Division of 
Health Mobilization, D.C. Department of Public Health, the sp-n iina.r 
is cosponsored by Washington area medical, dental, nursing, pharma- 
ceutical, dietd;ic, and veterinary medical societies, as well as the 
Hospital Council of the National Capital Area, Inc., and the Health 
Facilities Planning Council for Metropolitan Washington, D.C. 

Who May Attend 

All Federal and District employees may be nominated for this course 
r^;ardless of grade, agency or position. 

How To Make Nominatione 

CSC nomination cards should be submitted by authorized agency 
representatives to the Chief, Training Section, D.C. Department of 
Public Health, Washington, D.C. 

Other tnfomudion 

The course is open to all without charge. 



National ComnwnicaUo Disoase Cantor 

BUREAU OF DISEASE PREVENTION AND ENVIRONMENTAL 

CONTROL 

PUBUC HEALTH SERVICE 

DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE 



Description 

The Public Health Service offers, at its National Communicable Diseases 
Center, Atlanta, Ga., the following courses which are of interest to 
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administrators, nurses, physicians, engineers, veterinarians, vector con- 
trol specialists, sanitarians, and laboratory workers in public health, 
and to personnel in other fields of health. Some courses are introduc- 
tory, others are advanced. All courses are designed to increase the 
competencies of health personnel. Courses given at locations other than 
Atlanta are indicated. 



Title Date 

1907 

Ck>iiHniiiiicable Diseaae Ck>iitrol— New Teebniques and 

Developments June 17-Jnly 12. 

Bnvironmental Aspects of Communicable Disease Control — July 22— Aug. 10. 
Clinical Managem«it and Control of Tuberculosis (Denver, 

Colo.) July 29-Aug. 9. 

Laboratory Methods in General Medical Mycology July 29-Aug. 28. 

Clinical Managemrat and Control of Tuberculosis (Rome, 

Ga.) 

Microbiology of the Hospital Environment Aug. 20-80. 

SepL 9-13. 

Control of Insects and Insect-Bome Diseases 8^?t. 9-20. 

Flourescent Antibody Methods in the Diagnosis of Syphilis — Sept. 9-20. 
Principles and Bacterial Application of Flourescent Anti- 
body Techniques 10-27. 

1908 

Principles and Practice of the Analytical Chemistry of 
Pesticides (Part 1. Review of the Chemistry of Pesticides 
and Ancillary Determinative Procedures (Perrine, Fla.)_ S^»t 10-27. 

Preparation and Use of *Daining Aids Sept. 23-27. 

Basic Clinical Chemistry 23-Oct 4. 

Clinical Management and Control of Tuberculosis (Rome. 

On ) Sept, 23-Oct 4. 

Control of Rodents and Rodent-Bome Diseases Sept 23-Oct 4. 

Current Laboratory Methods In the DiagnoMs of Syphilis — Sept 23-Oct 4. 
Principles and Practice of the Analytical Chemistry of Pesti- 
cides (Part 2. Analytical Instrumentation) (Perrine, Fla.) _ Sept. 29-Oct 24. 

Laboratory Methods iu the Detection of Rabies Sept. 3(Mlct 4. 

'Gaining for Instructors Sept 3D-Oct 4. 

Veneral Disease Contact Interviewing (Los Angeles, Calif.). S^. 3(M)ct 4. 

Human Blood Cell Morphology Oct. 7-11. 

Venereal Disease Omtact Interviewing ( Los Angeles, Calif. ) _ Oct. 7-11. 

Principles of Complement Fixation (General) Oct 7-18. 

Environmental Control in Health Care Facilities Oct 14-18. 

Basic Laboratory Methods in Virology Oct. 14-24. 

Fluorescent Antibody Methods in the Diagnosis of Syphilis.. Oct 14-25. 

Malaria Oct 14-25. 

Clinical Managmnent and Control of Tuberculosis (Denver, 

C(rio.) Oct 21-Nov. 1. 

Laboratory Methods in Anaerobic Bacteriology.,. Oct 21-Nov. 1. 
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Title 



Date 
1968 

Laboratory Methods in Respirovirology Oct. 25-31. 

Principles and Practice of the Analytical Chemistry of 
Pesticides (Part 3. Pesticide Isolation Procedures) 

(Perrine, Fla.) 27-Nov. 24 

Fluorescent Antibody and Culture Methods for Identifloation 
ot Neisseria gonorrhoeae 28-Nov. 8. 

Laboratory Methods in Special Medical Bacteriology Nov. 4-8. 

Laboratory Teets in the Diagnosis of Pesticide Poisoning 

(Wenatchee, Wash.) Nov. 

Administration in Environmental Health Nov. 18-22. 

Applied Epidemiology for Physicians Nov. 

Control of Mosquitoes and Mosquito-Bome Diseases Nov. 18-22. 

Venereal Disease Contact Interviewing (Detroit, Mich.) Nov. 18-22. 

Venereal Disease Contact Interviewing (Los Angeles, Calif.) Nov. 1^22. 

Principles and Bacterial Application of Fluorescent Anti- 
body Techniques 



Identiflcaticm and Biology of Arthropods of Pub”c Health 

Importance 

Isolation of Salmonellae from Food Products and Animal 

Feeds 

Laboratory Methods in Mediioal Mycobacteriology 

Epidemiology and Control of Vector-Borne Diseases 

Principles of Epidemiology 

Surveillance, Prevention, and Control of Hospital-Associated 

Infections 

Venereal Disease Contact Interviewing (Los Angeles, Calif.) 

Laboratory Diagnosis by Serologic Methods 

Laboratory Methods in Medical Mycobacteriology 

Personal Skills Training.—-- 

Venereal Disease Contact Interviewing (Detroit, Mich.) 

Applied Epidemiology for Vetwrinarians 

Laboratory Methods in Systemic Mycoses 

Laboratory Methods in Arbovirology 

Leboratory Methods in General Medical Bacteriology 

Venereal Disease Contact Interviewing (Ixw Angeles, Calif.) 
Fluorescent Antibody Methods in the Diagnosis of Syphilis— 

Arthropod-Borne Encephalitis 

Microbiology of the Hospital Environment 

Venereal Disease Contact Inter\iewing (Detroit, Mich.) 

Epidemiology: Concepts and Methods 

Infections Control in Hospitals and Institutions — Adminis- 
trative — 

Isolation and Preliminary Identification of Enteric Bacteria - 
Current Laboratory Methods in the Diagnosis of Syphilis — 

Basic Laboratory Methods in Virology 

Laboratory Methods in Enteric Bacteriology 

Laboratory Methods in Enterovirology 



1969 
Jan. 6-17. 

Jan. 6-17. 

Jan. 6-17. 

Jan. 26-24. 

Jan. 26-24. 

Jan. 27-6L 
1969 

Jan. 27-31. 

Jan. 27-Feb. 7 
Jan. 27-Feb. 7. 
Feb. 3-7. 

Feb. 3-7. 

Feb. 16-14. 

Feb. 16-21. 

Feb. 24-Mar. 7. 
Feb. 24-Mar. 7. 
Mar. 3-7. 

Mar. 3-14. 

Mar. 10-14. 

Mar. 10-14. 

Mar. 10-14. 

Mar. 10-28. 

Mar. 12-14. 
Mar. 17-21. 
Mar. 17-28. 
Mar. 24-Apr. 3. 
Mar. 24-Apr. 4. 
Apr. 4-11. 



I 
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Title 



Date 

1069 



Laboratory Methods in Medical Mycology (Refresher) 

Laboratory Methods in Medical Mycology (Advanced) 

Fluorescent Antibody and Culture Methods for Idwitiflcation 

of Nei$$eria gonorrhoeae 

Laboratory Methods in Medical Parasitology (Part 1. Intes- 
tinal Parasites) 

Control of Tick- and Mite-Bome Diseases 

Principles and Practice of the Anals^ical Chemistry of Pesti- 
cides (Part 2. Analytical Instrumentation) (Perrine, Fla.) 

Ancillary Determinative Procedures) (Perrine, Bla.) 

Fluorescent Antibody Methods in the Diagnosis of Syphilis— 

Princiides of Epidemiology for Nurses 

Venereal Disease Contact Interviewing (Detroit, Mich.) 

Principles and Practice of the Analytical Chemistry of Pesti- 
cides (Part 2. Analytical Instrumentation) (Perrine, Fla.) 

Clinical Chemistry Instrumwitation 

Laboratory Methods in Medical Parasitology (Part 2. Blood 

Parasites) 

Syphilis Serology Standardization Programs 

Environmental Control of Cmnmunicable Diseases 

Techniques for Investigating Vector-Bome Diseases 

Venereal Disease Contact Interviewing (Los Angeles, Calif.) 
Laboratory Diagnosis by Serologic Methods 



• »>r. 7-11. 

Apr. 14-18. 

Apr. 14-25. 

Apr. 14-May 9. 
Apr. 21-25. 



Apr. 21-May 2. 
Apr. 28-May 9. 
May 5-9. 

May 5-9. 

May 5-30. 

May 12-23. 

May 12-23. 
May 12-23. 
May 19-23. 
May 19-23. 
May 19-23. 
June 2-13. 

1969 



Principles and Practice of the Analytical Chemistry of Pesti- 
cides (Part 3. PesUclde Isolation Procedures) (Perrine, 

Fla.) 

Insect and Rodent Control 

Training-Aids Production— Advanced 

Isolation of Salmonellae from Food Products and Animal 

Feeds 

Communicable Disease Control— New Techniques and De- 
velopments ' 

Involvement and Simulation Techniques 



June 2-27. 

June 9-20. 

June 16-20. 

June 16-27. 

June 16-July 11. 
June 23-27. 



Other InfornwHiion 

Courses are offered at no cost to agencies. While these courses are 
intended primarily for state and local health personnel and laboratory 
workers, a limited number of persons from governmental agencies 
may be accepted. Requests for course applications and specific infor- 
mation about course content should be addressed to the Chief, Training 
Program, National Communicable Disease Center, 1600 Clifton l^ad 
NE., Atlanta, Ga. 30333. Information about Atlanta and the National 
Communicable Disease Center will be furnished with notification of 
acceptance. 
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National Canter fci Itsdisioeical HeaRb 

DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE 

Description 

The Public Health Service, through its National Center for Radio- 
logical Health, Rockville, Md., offers the following courses to profes- 
sional health personnel primarily concerned with the control of radia- 
tion hazards. The courses, which are designed to provide participants 
with the knowledge and competency needed in radiological health 
programs, are presented at the Center’s four laboratories and at se- 
lected field locations. 

Courses scheduled at Rockville, Md, 

Date 

Title 

Medical X-ray Protection juiy 22-Au«. 2. 

Introduction to Automatic Data Processing Systems Aug. 26-Aug. 30. 

Basic Radiological Health Q^t. l4-Oct 26. 

Occupaticmal Radiation Protection oct] 28-Nov. a 

Radiological Health for X-ray Technologists Dec. 10-Dec. 20. 

1960 

Introduction to Automatic Data Processing Systems Jan. 20-Jan. 24. 

Basic Radiological Health Feb. 24— Mar. 7. 

Medical X-ray Protection^ M^r. 10-Mar. M. 

Occupational Radiation Protection Mar. 21 Apr. 4. 

Reactor Safety and Hazards Evaluation Apr. 14-Apr. 25. 

1969 

Radiological Health for Nurses j^^y 0-May 9 

Basic Radiological Health June2^une‘l3. 

Courses scheduled at Winchester, Mass, 

1968 

Operational Aspects of Radiation Surveillance July 8-July 19. 

Management of Radiation Accidents ” July 29-Aug. 2. 

Basic Radiological Health _ Sept. 16— Sept 27 

Radionuclide Analysis by Gamma Spectroscopy Oct. l4-Oct. 25. 

Radiological Health for X-ray Technologists Nov. 4-Nov. 8. 

Measurment of Airborne Radioactivity Nov. 18~Nov. 22. 

Chemical Analysis of Environmental Radionuclides Dec. 6-Dec. 20. 

1969 

Basic Radiological Health jan. 13-Jan 24. 

Radionuclide Analysis by Gamma Spectroscopy Apr. 14-Apr. 25. 

Occupational Radiation Protection June 2— Taue 13. 

Radionuclide Analysis by Gamma Spectroscopy June 23-July 4. 
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Courses scheduled ai Las Vegas, Nev* 

Title 

Basic Radiological Health 

Occupational Radiation Protection 

Basic Radiological Health 



Occupational Radiation Protection 

Basic Radiological Health 

Radionuclide Analysis by Ganuna Spectroscopy 

Basic Radiological Health 

Medical X-ray Protection 

Courses scheduled at Montgomery, Ala* 

Basic Radiological Health 

Occupational Radiological Health 

Medical X-ray Protection 

Management of Radiation Accidents 



Basic Radiological Health 

Operational Aspects of Radiation Surveillance 
Occupational Radiation Protection 

Courses scheduled at other locations 



Title Location 

Basic Radiological Health Albany, N.Y.- 

Basic Radiological Health Austin, Tex__ 



Date 

1968 

Aug. 12-Aug. 23. 
Sept. 30-Oct. 11. 
Oct. 21-Nov. 1. 

1969 

Jan. 16-Jan. 24. 
Feb. 3-Feb. 14. 
Feb. 24-Mar. 7. 
Apr. 14-Apr. 26. 
Apr. 28-May 9. 



1968 

July 15-July 26. 
Sept. 9-Sept. 20. 
Sept 23-Oct. 4. 
Dec. 0-Dec. 13. 

1969 

Jan. 6-Jan. 17. 
Feb. 3-Feb. 14. 
Feb. 24-Mar. 7. 



1969 

Apr. 28-May 9. 
May 12-May 23. 



Who May Attend 

Because of the technical nature of the courses, participants should 
have at least a baccalaureate degree in one of the sciences or its equiv- 
alent. Exceptions are made for courses designed for specific technical 
groups. 



Otdier Information 

Courses are offered at no cost to agencies. 

Requests for course applications and specific information concerning 
course content should be addressed to the Chief, Training and Man- 
power Development Program, National Center for Radiological 
Health, Rockville, Md. 20852. Phone code 14, extension 68187, 
490-8187. 
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lUioial Cntir Fir Air Piltatin Cutnl 



COURSES AVAILABLE 

Length Of 

Title Conroe 

Atmosidieric Surrey (401) 2wedn. 

Source SamiSins tor AtmoqAeric PoUntants (402) 1 wedL 

Technical Orientation in Air PoUntion (403) 2-6daja. 

Source SamiSing Tedmiqnes (404) 1 week. 

SamiSinK and Identiflcation of Aero Allegena (406) Do. 

Medical and Biological Aspecta of Air PoUndon (407) Do. 

Analysis of Atmospheric Organics (406) Do. 

Analysis at Atmosidieric Inorganics (409) Do. 

Meteorological Aspects of Air Prdlntion ( 411 ) Do. 

Control ot Particulate Emissions (413) Do. 

Crmtrol of Gaseous Emissions (415) Do. 

Orientation in Air PoUntion (416) %-i day. 

Air PoUntion Microacopy (420) 1 week. 

Design of Source Sampling Trains (421) Do. 

Elements ot Air Quality Management (422) Do. 

Diffusion ot Air Prdlntion — ^Theory and Ap^cation {423) Da 

Community Air Pollution (424) Da 

Legal Aspects of Air Pollution (425) Da 

Air Pollution Data Eralnation (426) Da 

Combustion Evalnatimi— Sources and Control Derices (427) Da 

Public Information and Cmnmunity Relations (^8) Da 

Gas Chrmnatograpbic Analysis of Air PoUntants (^9) Da 

Community Air Pollution II (430) Da 

Air PoUution Control Tecbso!(^ (431) Da 

Special Ttqiics in Air Pollution Microscopy (432) Da 

Atmospheric Sampling (435) Da 

VWNe Emissions Eralnation (430) 3 days. 

Special Topics in Air (Quality Management (440) 2-6daya 

Special Thpics in Process Eralnation and Control (441) Da 

Special Topics in (Atmospheric) Sampling and Analysis (442) Do. 

Special Topics in Field Studies (443) Da 

% 

DeoeriptUm 

The Public Health Service, through its National Craiter f(»: Air Pol- 
lutitm Control, offers the above listed courses to personnel primarily 
concerned with the control of our natitm’s air quality. The courses are 
designed to accomplish specific objectives for specific participant 
groups. Some courses are presented at Training Prognun Head- 
quarters in Durham, N.C. ; others are presented at various lc«?atioD8 
Toughout the country, depmding on current needs. 
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Who May Attend 

Enrollment is open to those interested in or having responsibility for 
air pollution control. Education, experience and course prerequisites 
vary from course to course. Applications are honored on a first-come, 
first-served basis upon receipt of formal application. 

Other information 

Courses are offered on a tuition-free basis. 

Requests for course applications and ^>ecific information concerning 
schedule and content should be addressed to the Chief, Training Pro- 
gram, National Center for Air Polluticni Control, 411 West Chapel 
Hill Strert, Durham, N.C. 27701. (919) 688-8136. 
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DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE 
Deeeription 

The Public Health Service offers courses for scientists and engineers 
in the sanitary ragineering aspects of occupational health, water sup- 
ply and sea resources, injury control, environmental sanitation, solid 
wastes, Mid cmnputaticmal analysis. They are designed to provide 
knowledge and cmnpetency in the newest preventive and ccmtrol 
devel<^ments in these areas. 



CHRONOLOGICAL SCHEDULE OF COURSES 
FISCAL YEAR 1969 

Natiomd L Uer for Urban and induBtrud Heaith, Cincinnati, Ohio 



Elements of Solid Waste Managemoit (655) Ang. 19-23, 1968. 

Statistical MeChod-Evalaation and Quality control for 

tlie Laboratory (751) Ang. 26-30, 19i*. 

Milk Pasteurization O>ntrol8 and Tests (302) Sept, ft-13, 1968. 

Princiides of Accidental Injury Control (475) Sept 9-13, 1968. 

Nunang Practices and Occupational Mental Health (532) 

(1st session) Indianapidis, Ind. Sept 16-20, 196a 

Basic Environmental Statistics (801) S^t 16-20, 196S 

Methods and Practices for Water Laborattny Survey 

Officials (242) Sept 16-20, 196a 

Industriil Hygiene Engineering (aW) Sept 16-2T, 196a 

Laboratory Analysis of Milk and Milk Products I (300)__ Sept 23-27, 196a 
Incineration— Priupiples of Design and Operation (675). Sept 30-Oct 2, 196a 



258 



Environmental Siatistica — ^Deelgn of Experiment (802) — 
Methods and Praciices for State Milk Laboratory Survey 

Officers (308) 

Solid Waste Handling — ^FHeld Evaluation (665)-- 

Special Analytical Techniques in Occupation Health 

(523) 

Safety in the Laboratory (480) 

Nursing Practices and Occupational Mental Health (532) 

(2d session) Indianapolis, Ind. 

Heat Stress — Evaluation and Control (506) 

Labrnratory Instrumratation and Quality Control (750) — 
Laboratory Analysis of Milk and milk Products II (365) - 
Administration and Supervision of an Occupational 

Health Nursing Service (533) (1st sessicm) 

Environmental Statistics — Non parametric (804) 

Sanitary LandOll — ^Principles of Design and Operaticm 

(670) 

Generating Community Action (420) 

Industrial Hygiene Ehigineering (501) 

Statistical Method-Evaluation and Quality (Control for 

the Laboratory (751) 

Urban Noise — ^Effects, Evaluation and Control (544) 

Microbiology of Drinking Water (240) 

Elements of Solid Waste Management (655) 

Industrial Hygiene Chmnistry (502) 

Residual Analysis of Foods (311) 

Milk Pasteurization Controls and Tests (302) 

Principles of Accidental Injury Control (475) 

Administration and Supervision an Occupational Health 

Nursing Service (533) (2d sessiwi) 

Dust Evaluation Techniques (512) 

Incineration — ^Principles of Design and Operation (675) — 
ESnvironmental Statistics — ^Analyzing Qualitative Data 

(806) 

Institutional Sanitary Food Service (330) 

Shellfish Growing Area Survey Procedures (225) Dauphin 

Island, Ala. , 

Industrial Hygiene Engineering (501) 

Occupational Health Nursing Practices and Chrcmic Dis- 
ease Ck>ntrol (535) (1st session) 

Efimnents of Solid Waste Management (655) 

(Hiromatographic Analysis of Environmental (Contam- 
inants (316) 

Safety in the Laboratory (480) 

Sanitary LandfiU— Principles of Design and Operation 

(670) 

Pood Microbiology (310) 

Generating (Community Action (420) 

Ergonomics (543) 

Solid Waste Handling— Health and Safety (660) 

Administrative Aspects of Food Protecticm Programs 

(314) 

Basic Environmental Statistics (801) — 



Oct 14-18, 1968. 

Oct 21-25, 1868. 

Oct 28-Nov. 1, 1968. 

Oct 28-Nov. 1, 1968. 
Nov. 11-15, 1968. 

Nov. 13-15, 196& 

Nov. 18-22, 1968. 

Nov. 18-22, 1968. 

Nov. 19-22, 1968. 

Dec. 2-fi, 1968. 

Dec. 2-6, 1968. 

Dec. 2-6, 1968. 

Dec. 2-6, 1968. 

Dec. 9-20, 1968 

Jan. 6-10, 1909. 

Jan. 13-17, 1969. 

Jan. 20-24, 1969. 

Jan. 20-24. 1969. 

Jan. 20-31, 1969. 

Jan. 27-31, 1969. 

FM>. 12-14. 1969. 

Feb. KK-14. 1969. 

F^. 17-19, 1969. 

FM». 24-28. 1969. 

Feb. 24-28. 1969. 

Mar. 3-7, 1969. 

Mar. KK-14. 1969. 

Mar. 10-14. 1969. 
Mar. 10-21. 1969. 

Mar. 24-28, 1969. 
Mar. 24-28, 1969. 

Mar. 24-28, 1969. 

Apr. 7-11. 1969. 

Apr. 14-18, 1969. 

Apr. 14-25. 1969. 

Apr. 21-25. 1969. 

Apr. 28-May 2. 1968. 
May 5-8, 1969. 

May 13-16, 1969. 

May 19-23, 1969. 
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Laboratory Instrumentation and Quality CJontrtd (750) — May 19-23, 1969. 
Occupational Health Nursing Practices and Chronic Dis- 
ease Control (53.5) (2d session) 

Statistical Method-Evaluation and Quality CV>ntrol for the 

Laboratory (751) May 26-30, 1969. 

Technology of Food Protection (374) June 2-6, 1969. 

Environmental Statistics — Sample Siae Determination 

( 815 ) June 9-13, 1969. 

Environmental Statistics — Applied Regression Analysis 
(810) June 23-27, 1969. 



DATES FOR THE FOLWWWG COURSES TO BE ANNOUNCED 

Sanitary CkmtrolttfShellflsh (221). 

Shellfish Patrol Activities (222). 

Administrative Aspects of Shellfish Sanitation (223). 

Chemical Examination of Drinking Water (241). 

Membrane Filter Techniques for the Bacteriological Examination of Drinking 
Water (245). 

Chemical Chromatography (248). 

Bare Organics in Drinking Water (249). 

Unit Processes — ^Water Plant Operation (258) . 

Recent Deveiotmrots in Water Plant Design (259). 

Currait Concepts in Food Protectimi (315). 

Hospital Food Protection (333). 

Sanitary Food Service (335). 

Grade **A” Pasteurized Milk and Milk Products (363). 

Egg Paateurizatitm Procedures (370). 

Basic Housing and Inspection (381). 

Individnal Water Sn^dy and Sesrage Disposal Systenos (382). 

EnvirMimental Health Practice — Recreatimial Areas (383). 

Orientation in Injury Oontrol (401). 

IntroducUmi to Accidental Injury Control Programs (403). 

Orientatiem in Occupadmial Health (509) . 

Electromagnetic Sectrum (521). 

Environmental Solid Waste OdeiRation (650) . 

Ckunposting Methods (680). 

Environmeidal Statistics — Applied Probability (800). 

Environmratal Statistics — Survey Sampling (820). 

Fundamentals of Data Processing (821). 

Algebraic Compilers (822). 

Assembly Language for the H<meyweil-400 Computer (823) . 

Assembly Language for the IBM-1130 Crunputer— The IBM-1130 Didc Monitor 
System (824). 

COBOL for the H<mey well-400 Computer (825). 

Autmnatic Data Processing for Environmental Science Managers (827). 

PERT for Environmental Science Managers (829). 

Compntatimuii Analyse Tedmics for Managers (897). 

Ck>mputer Sciences Seminars (898). 

Mathematical Science Seminars (899). 

Rat C^trol in the Urban Environment (905) . 

Rat Prevention and Abatement in the Urban Environment (906). 
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Other Informadon 

These courses are offered at no cost to agencies. Although they are 
intended primarily for training State and local health officials, a lim- 
ited n iitn hftr of persons from Government agencies are accepted. Com- 
plete descriptions of the courses are given in the Training Program 
Bulletin, a copy of which will be sent on request to : Chief, Training 
Program, National Center for Urban and Industrial Health, 222 East 
Central Parkway, Cincinnati, Ohio 45202. Application for a course 
should l« made at least 4 weeks prior to the beginning date. 



\ 
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Appendix 



Annual of Interagency Training Pr«^rams 

Fiscal Year 1969 

JULY 1968 

Course Date Course Title Course No. 

g_12 Introduction to Personnel Management- CS-6002-PER 

15-16 Conduct of Hearings Involving Adverse Ac- CS-3013-PER 

tions or Discrimination. 

22-26 Basic Employee-Management Relations CS-3003-PER 

22-26 Position Classification and the Management C8-0001-PER 

Process. 

AUGUST 1968 

5-9 Basic Staffing and Placement CS-IOOO-PER 

7-9 Organization Theory CS-6013-PER 

12-14 Investigation of Complaints of Discrimination. CS-3011-PER 

12-16 Workshop in Equal Employment Opportunity CS-3014-PER 

for Contract Compliance Specialists. 

12-30 Principles and Practices of Auditing in the CS-8629-MID 

ADP Systems Environment. 

19-20 Management Introduction to Automatic Data CS-8633-ADP 

Processing. 

19-22 Training Institute for Recruiters CS-1006-PER 

19-23 Basic Employee Development CS-2007-PER 

21-23 Seminar in ADP for Training Directors CS-8615-ADP 

26 Introduction to Science and Engineering in CS-7754-MID 

Government. 

26-30 Introduction to Personnel Management CS-6002-PER 

SEPTEMBER 1968 

5-6 Executive Seminar in Automatic Data Proc- CS-8603-EXM 

essing. 

9-10 Executive Seminar in Operations Research — CS-8601-EXM 

9-27 Principles and Practices of Auditing in the CS-8629-MID 

ADP Systems Environment. 

9 - 13 Position Classification and the Management CS-OOOl-PER 

Process. 

10 The Role of the Manager in Occupational CS-3017-PER 

Mental Health. 

10- 12 Decision Logic Table Workshop- CS-8636-ADP 

16 Management Institute for Supervisory Scien- CS-7753-MID 

tists and Engineers. 



Course Date 
16-18 

16-20 

16-20 

16-20 



16-20 

18-20 

18-27 

2»-27 

24- Dec. 3 

25- No\. 13 

26- 27 

25-27 

25-27 

26 

September 

September 

September 

September 



SEPTEMBER 1968— Continued 
Course Title 

Negotiating and Implementing Agreements 
(E. O. 10988). 

Supervisory Principles. 

Automatic Data Processing Orientation 

Management of America’s Water Resources; 
Problems-Programs-Planning (An Institute 
in Intergovernmental Relations). 

Basic Staffing and Placement 

Personnel Management for Managers. 

Better Office Skills and Service 

Systems Analysis for Computer Programmers. 

Mathematics for Managers 

Automatic Data Processing Systems Analysis 
Seminar. 

Executive Seminar in Management Informal 
tiOD Theory. 

Operations Research Orientation 

Program Planning and Execution: E!qual 
Employment Opportunity. 

The Federal Equal Employment Opportunity 
Program and the Community. 

First Aid.. - 

Management Intern Lecture and Seminar 
Program. 

Supervision and Group Performance 

Behavioral Foundations of Management 



OCTOBER 1968 



1 

2-4 

7-8 

7-9 

7-9 

7-11 

7-11 

7-25 



9-11 

9-18 

9, 16, 23, 30 

10, 11, 17, 18 

14-18 

14-18 



Personnel Management for Personnel Spe- 
cialists. 

Management Principles 

Management Introduction to Automatic Data 
Processing. 

Management Principles 

Management and the Negotiated Agreement. 

Finance in Agency Management 

Basic Employee-Management Relations 

Principles and Practices of Auditing in the 
ADP Systems Environment. 

Seminar on Automatic Data Processing in 
Personnel Management. 

Better Office Skills and Service 

Applications of Operations Research for 
Executives. 

Techniques and Methods of Operations Re- 
search Workshop. 

Supervisory Principles 

Management of Scientific and Engineering 
Organizations. 



Course No. 
CS-3001-PER 

VA-Ol-SPV 

CS-8604-MID 

CS-7533-EXM 



CS-IOOO-PER 

CS-6011-PER 

CS-9005-ADM 

CS-8624-ADP 

CS-7503-EXM 

CS-8605-MID 

CS-7516-EXM 

CS-8619-MID 

CS-3005-PER 

CS-3006-PER 

IN-Ol-HIS 

CS-7755-MID 

CS-7000-SPV 

HE-7700-MID 



CS-6008-PER 

VA-Ol-MID 

CS-8633-M1D 

VA-Ol-MID 

CS-30O9-PER 

CS-8302-FIN 

CS-3003-PER 

CS-8629-MID 

CS-8609-ADP 

CS-9005-ADM 

CS-7534-EXM 

CS-8620-MID 

VA-Ol-SPV 

CS-7501-EXM 
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OCTOBER 1968 — Continued 



Course Date 
14-18 

14-18 

14-25 

15 

16-18 

21-23 

21-25 

21-Nov. 15 
28-29 

28-Nov. 1 

30-Nov. 1 
30-Nov. 8 
October 
October 
October 



Course Title 

Systems Workshop for Computer Specialists 
(Phase I). 

Workshop in Equal Employment Opportu- 
nity for Contract Compliance Specialists. 

Instructor Training Course 

Ideas and Authors — Social Sciences 

The Role of the Federal Manager in Equal 
Employment Opportunity. 

Position Management 

Executive Woikshop in ADP Programming... 

Editorial Planning for Printing Production 

Executive Seminar in Management Reporting 
Systems. 

State Government and Administration — 
Programs-Problems-Planning. 

Personnel Management for Supervisors 

Better OflBce Skills and Service. 

Ideas and Authors — Metropolitan Problems... 

Urban Travel Forecasting Course 

Basic Analysis 



4-8 

4-8 

4-8 

4-22 

6-8 

13- 15 

14- 15 

14-15 

18-20 

18-22 

18-22 

18-22 

19- 21 

20 - 22 
21-22 

24-29 



27-Jan. 29 
November 



NOVEMBER 1968 

EJffective Commimication for Personnel Spe- 
cialists. 

Advanced Staffing and Placement 

Advanced Systems Technology for ADP Sys- 
tems Analysts. 

Principles and Practices of Auditing in the 
ADP Systems Environment. 

Seminar on ADP in Financial Management... 

Supervision and the Negotiated Agreement 

Executive Seminar in Statistical Science for 
Management. 

Conduct of Hearings Involving Adverse Ac- 
tions or Discrimination. 

Executive Workshop in ADP Systems Analysis. 

Institute for Executives in Scientific Pro- 
grams: Science and Government Policy. 

Advanced Employee-Ma: igement Relations.. 

Basic Employee Development 

Seminar in ADP Management and Adminis- 
tration. 

EJxecutive Seminar in Recnutment. 

Management Introduction to Automatic Data 
Processing. 

Hearing Examiners and the Regulatory Proc- 
ess: Current Issues, Problems and Develop- 
ments. 

Field Work Program in ADP Systems Analysis. 

Fellowship in Congressional Operations 



Course No. 
CS-8635-ADP 

CS-3014-PER 

CS-2005-PER 

CS-6012-PER 

CS-3004-PER 

CS-0002-PER 

CS-8622-EXM 

LP-Ol-SPP 

CS-7511-EXM 

CS-7508-EXM 

CS-6010-PER 

CS-9005-ADM 

CS-7514-EXM 

TD-03-SPP 

HE-Ol-MAN 



CS-6015-PER 

CS-1005-PER 

CS-8626-ADP 

CS-8629-MID 

CS-8316-FIN 

CS-3008-PER 

CS-7509-EXM 

CS-3013-PER 

CS-8623-EXM 

CS07506-EXM 

CS-3010-PER 

CS-2007-PER 

CS-8627-ADP 

CS-1008-PER 

CS-8633-ADP 

CS07504-EXM 



CS-8606-MID 

CS-7750-MID 
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Cowrie Date 
2 

2-6 

2-6 



2-13 

2-20 

4-6 

4-13 

9-11 

11- 13 

12- 13 

16-18 

December 



6 

ft-9 

6-10 

&-24 

8 

8-10 

8- 17 

9- 10 

13-15 

13-17 



13-17 

13- 17 
14 

14- 16 
20-21 



DECEMBER 1968 
Course Title 

Introduction to Science and Engineering in 
Government. 

Advanced Position Classification 

The Metropolitan Area — Problems-Programs- 
Planning (An Institute in Intergovernmen- 
tal Relations). 

Systems Workshop For Computer Specialists 
(Phase II). 

Principles and Practices of Auditing in the 
ADP System.s Environment. 

Seminar on Automatic Data Processing in 
Technical Information Systems. 

Better Office Skills and Service.. 

The Manager's Role in Employee Develop- 
ment. 

Investigation of Complaints of Discrimination. 

Executive Seminar in Interagency Manage- 
ment Information Systems. 

Seminar on Automatic Data Processing in 
Supply Management. 

Ideas and Authors — Management and Organi- 
zation. 



JANUARY 1969 

Management Institute for Supervisory Scien- 
tists and Engineers. 

Training Institute for Recruiters 

Supervisory Principles 

Principles and Practices of Auditing in the 
ADP Systems Environment. 

Managerial Course 

Psychology and the Management of Human 
Resources. 

Better Office Skills and Service... 

Management Introduction to Automatic Data 
Processing. 

Seminar in Labor-Management Relatior.>i 

Federal-State-Local Administration of Public 
Health Programs: An Institute in Inter- 
governmental Relations. 

Programmed Instruction: Applications for 
Government Training. 

Workshop in Elqual Employment Opportunity 
for Contract Compliance Specialists. 

Applying Behavioral Science Research to Per- 
sonnel Management. 

Decision Logic Table Workshop.. 

Executive Seminar in Automatic Data Proc- 
essing. 



Course No. 
CS-7754-MID 

CS-0004-PER 

CS-7520-EXM 



CS-8635-ADP 

CS-8629-MID 

CS-8613-ADP 

CS-9005-ADM 

CS-2010-PER 

CS-3011-PER 

CS-7512-EXM 

CS-8634-ADP 

CS-7758-EXM 



CS-7753-Mir 

CS— 1006-J: ..t 

VA-Ol-SPV 

CS-8629-MID 

CM-Ol-MID 

CS-6016-PER 

CS-9005-ADM 

CS-8633-ADP 

CS-3007-PER 

CS-7505-EXM 



CS-2003-PER 

CS-3014-PER 

CS-3018-PER 

CS-8636-ADP 

CS-8603-EXM 
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Course Date 

27-29 

27-31 

27-31 

27-31 

29 

30-31 

January 

January 

January 



3-4 

3-7 

3-20 

4 

5-7 

5-14 

5, 6, 12, 13 
5-Mar 26 
9-10 



10-14 

13 

17-19 

24-25 

24-28 

24-28 



24-28 

26 

26-28 

26- Mar 1 
27 

February 



JANUARY 1969— Continued 
Course Title 

Position ClassiOcation for Managers 

Legislative Operations Roundtable for Ex- 
ecutives. 

Management of Personnel Functions 

Systems Analysis for Computer Programmers. 

Managerial Course 

Executive Seminar in Management Informa- 
tion Theory. 

Urban Travd Forecasting Course. 

Effective Administration of the Contact for 
Marginally Punched Continuous Forms. 
Ideas and Authors — Science and Government. 



FEBRUARY 1969 

Executive Seminar in Operations Research — 
Position Classification and the Management 
Process. 

Principles and Practices of Auditing in the 
ADP Systems Environment. 

Personnel Management for Personnel Spe- 
cialists. 

Personnel Management for Managers. 

Better Office Skills and Service 

Techniques and Methods of Operations Re- 
search Workshop. 

Automatic Data Processing Systems Analysis 
Seminar. 

Hearing Examiners and the Regulatory Proc- 
cess: Current Issues, Problems and De- 
velopm.^rit8. 

Supervision and Group Performance for the 
Engineer and Scientists. 

Ideas and Authors — Personnel Management. . 
Negotiating find Implementing Agreements 
(E.O. 10988). 

Executive Semiiiar in Management Reporting 
Systems. 

Advanced Employee Development 

Management of America’s Water Resources: 
Problems-Programs-Planning (An Institute 
in Intergovernmental Relations). 

Effective Communication for Personnel Spe- 
cialists. 

Managerial Course 

Seminar on Automatic Data Processing in 
Personnel Management. 

Management for Supervisors 

The Case Method of Instruction 

Ideas and Authors — Public Issues and Prob- 
lems. 



Course No. 
CS-0003-PER 
CS-7502-EXM 

CS-6006-PER 

CS-8624-ADP 

CM-Ol-MID 

CS-7510-EXM 

TD-03-SSP 

LP-02-SPP 

CS-8000-EXM 



CS-86G1-EXM 

CS-OOOl-PER 

CS-8629-MID 

CS-6008-PER 

CS-6011-PER 

CS-9005-ADM 

CS-8620-MID 

CS-8605-MID 

CS-7504-EXM 



CS-7008-SPV 

CS^-6001-PER 

CS-3001-PER 

CS-7511-EXM 

CS-2008-PER 

CS-7533-EXM 



CS-6015-PER 

CM-Ol-MID 

CS-8609-ADP 

IN-Ol-SPV 

CS-2012-PER 

CS-7513-EXM 
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MARCH 1M9 

Course Dote Course Title Course Vo. 

3-7 Pfenonnel Prognun Direction CS-M07-PER 

3-7 Management of Sdentifie and Engineering CS-7501-EXM 

Oiganisationt. 

3-7 Executive Woikriiop in ADP Programing CS-8622-EXM 

3-21 Prindidea and Practioea of Auditing in the CS-8629-MID 

ADP Systema Environment. 

5, 12, 19, 26 Apfdieationa of Operatimia Reaearch for CS-7534r-EXM 

Exeeutivea. 

5- 13 Better Office ffldlla and Service C8-9005-ADM 

6- 7 Conduct oi Hearings Involving Adverse Ac- CS-3013-PER 

tions or Diacrimination. 

19-14 Automatic Data Proemting Orientation for CS-8617-MID 

Management Interna. 

19-14 Basic Staffing and Placement CS-1909-PER 

11-13 Deeiaion Logic Table Workshop. CS-8636-ADP 

17, 18 Better Letter Refresher VA-92-COM 

17-19 Maiuigeinent and the Negotiated Agreement C8-3009-PER 

17-21 Systems Workshop for Computer Specialists — CS-8635-ADP 

17-Apr. 19 Editorial Plaimiiig for Printing Production LP-91-SPP 

18 Managerial Course CM-Ol-MID 

24-25 Management Introduction to Automatic Data CS-8633-MID 

Processing. 

24-26 Operations Research Orientation CS-8619-MID 

24-28 Managenrent Devdopment: Prindples and CS-2009-PER 

Methods. 

24-28 An Institute in the Legislative Function CS-7752-MID 

24- 28 Advanced Systems Techndogy for AT CS-8626-ADP 

Systems Analvsta 

25- 26 Management for Supervisors IN-91-8PV 

26- 28 Position Management CS-0002-PER 

26-28 Personnd Idanagement for Supervisors CS-6919-PER 

26-28 Seminar on ADP in Financial M a n ag em ent — CS-8316-FIN 

31-Apr. i Training Institute for Recruiters of Qerical CS-1909-PER 

Persmmd. 

March Operations Research HE-97-MID 

APRIL 1969 

1-2 Executive Seminar in Interagency Manage* CS-7512-EXM 

ment Information Systems. 

3, 4, 19, 11 Techniques and Methods of Operations Re- CS-8629-MID 

search Workshop. 

7- 1 1 Advanced Staffing and Placement CS-1005-PER 

7- 11 Supervisory Prindpln VA-91-SPV 

8- June 17 Mathematics for Managers CS-7593-EXM 

7- 11 Systems Arudysw for Computer Programmem. CS* S624r-ADP 

8- 17 Better Office Skills and Service CS-9005-ADM 

9- May 28 Fldd Work Program in ADP Systems Analysis. CS*-8606-MID 

14 Introduction to Sdence and Engineering in CS-7754^MID 

Government. 
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APRIL 1969— Continued 

ccune D.U Comr« TiOe *•■ 

Tl7 UUB-«» ----- V ---•- cS^eS. 

14-16 Executive Workshop in A DP System* CS-8623-EXM 

14-18 WoAsh^ in Equal Employment Opportu- CS-3014-PER 

nity for Contimct Compliance Specialist. 

15 Managerial Comae - vMl-MID 

16-18 Management Principle*------^-------- --- MI 

16-18 Investigation of ComplainU of Diaenmmataon. C|-M11-PER 

21-22 M«n«ei»wwit Introduction to Automatic Data CS-863^Aur 

Processing. 

21-23 Supervision and the Negotiated Agreement— ^30^PER 

21-25 Executive Programs and the Court* ^SitpER 

21-May 2 Inatnietor Training Coum---- ;;--- ™ 

23-25 on Automatie Data Proeeasmg m CS-«613-AUr 

Technical Information System*. 

23-25 Seminar on Automatie DaU Processing in C8-8613-ADP 

Technical Information Syatem*. 

28-May 2 Effective Communication for Petaonnd CS-6015-PER 

28- May 16 Principle* and Praetiee* of Auditing in the CS-8629-MID 

ADP System* Environment 

29- May 1 fUntinmr & ADP Management and Adminis- C8-8627-ADP 

30- May2 The Role of the Manager in Stalling. 

i^nil Retirement Planning Program TR-91-rlSK 

MAT 1969 

1-2 Annual Conferenee on Employment o' the DL-Cl-PER 

Bsndic^vp^d. vm# 

4^1 Hearing ExamineiB and the Regulatory Pro- C&-7504r-EXM 

cess: Current Issues, Problem*, and Devdr 

5 _« Av^matie Data Proeesnng Orientation 

5-16 System* Workshop for Conqmter Specialists CS-8635-Aur 

U_I 5 BeRn^^fiee SkiU* and Service. CS-9005-ADM 

The Sociology of Work. SlSitmn 

12 Management Institute for Supervisory Sden- CS-775 o-mil» 

tisU and Engineers. 

12-13 Executive Se"*iiis.r in Stati^cal Science for CS-7509-EXM 

lJ-16 

12-16 FiMMe in Agency Mcnngemmt- 

12-16 Advanced PositiMi Classification CS-OOO^PE 

19-23 Legislative Operations Roundtable for Execu- CS-7502-EA M 

tives. 

21-23 Human Dimension <rf Planning for Change. -- CS-6005-PER 

21-23 Seminar on Automatie DaU Processing in CS-8634^ADP 

Sundy MuuisciiMBt. 

26-28 The Role of the Federal Manager in Equal CS-3004r-PER 

Employment Opportunity. xn_na_qpp 

May Urban Travel Forecasting Course TD-tW-arr 




Course Date 
2-6 

2-6 



2-20 

3-5 

3- 12 

4- 6 

2-13 

16-18 

16-20 

23-27 



23-27 

24 



JUNE 1960 



Count Title 



CouruNo. 



Inatitute for Executives in Scientific Programs: 
Seimoe and Government Pdicy. 
Federal-State-Local Administration of Public 
Health Programs: An Institute in Inter- 
governmental Relations. 

Principles and Practices <d Auditing in the 
ADP Systems Environment. 

Deeinon Logic Table Workshop 

Better Office Skills and Service 

Program Planning and Execution: Equtl 
Employment Opportumty. 

Systems Analysis for Computer Programmers- 
The Role of the Manager in Perfmrmanee 
Evaluation. 

Scientific and Technical Appfieations of Auto- 
matic .Data Processing: A Survqr. 
Management of America's Water Resources: 
Problems-Programs-Planning (An Institute 
in Int er g ov ernmental Rdations). 

An Institute in the Legislative Functions 

Managffjal Course 



CS-7506-EXM 

C»-7505-EXM 



CS-8629-MID 

CS-8636-ADP 

CS-9005-ADM 

CS-3005-PER 

CS-8624-ADP 

CS-3002-PER 

CS-8618-B4ID 

CS-7533-EXM 



CS-7752-MID 

CM-Ol-MID 



COURSES Wmi NO DATES AS TET 



Couroe Title Course No. 

AIR FORCE, Department of the 

Advanced Employee and Career Devdopment Course AF-09-PEB 

Advanced Placement and Employee-lfanagement Rdations- AF-06-PER 
Basic Placement and Employee-Management Rdathms AF-06-PER 
Course. 

Basic Claasiflcation and Wage Administration Course AF-02-PER 

Civilian Personnel Officer Course AF-Ol-PKR 

Fundamentals oi Employee and Career Development AF-06-PER 
Course. 

Human Rdations for the Air Force Manager AF-01 -MID 

Management Course for Supervisors AF-Ol-SPV 

Program Managemen . Course AP-IO-PBR 



ARMY, Deparanent of the 

Advanced Position and Pay Management Course AU-06-PER 

Personnd Management for Executives AR-62-PER 

Civilian Personnel Officers Course AR-Ol-PBR 

Introduction to Civilian Personnel Management AB-04— PER 

Position and Pay Management Coarse AR-05-PER 

Recruitment and Placement Course AR-07-PER 

Training and Development Course ARr-0>> PER 



CIVIL SERVICE COMMISSION. United Stetes 

Advanced Secretarial Techniques 

Secretarial Techniques 



CS-8bud-ADM 

C8-9011-ADM 
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Count No. 



Count Title 

CIVIL SERVICE COMMISSION. United States (Continoed) 

Workshop in Effective English CS-9012-ADM 

Middle Management Inattinte CS-7751-MID 

Civil Bii^ti, Title IV, and (die Federal Manager CS-751^E:.M 

Law Oflioe Management Seminar CS-7756-MID 

Managemoit and Groiqi Performance: An Inatitate for CS-77d2-MID 
Trainers. 

Management and Gronp Performance CS-770O-MID 

Financial Management for Operating EseciitiTes CS-7507-EXM 

Basic Concepts in Government Operations C8-7757-MID 

Basic Management Tedmlques II: An InsUtute for CS-7006-SPV 
Trainers. 

Basic Management Tedmigoeo I: An Institute for CS-7005-SPV 
Trainers. 

Basic Management Tedmiqoes II CS-700B-SPV 

Basic Management Tecfaniqnes I OS-700S-8PV 

Snpervlaion and Gronp Performance CS-700O-SPV 

Snpervision and Gronp Performance: An Institnte for OS-7001-SPV 
Trainers. 

Management of Government Finanoen CS-89(a-nN 

Leaderslihi Seminar fnLSnpervialon Attom^n CS-700B-8PV 

Managerial Boonomios CS-7821-EXM 

Modds in Management Dedalon Making CS-7S2S-EZM 

Qnarterlj Conferenee tn PPB Systems Analysts CS-7827-EXM 

Analytic Tedmiqnes for PnMic Managers OS-RS2S-EZM 

Oost/BeneOt Worioliop CS-8812-MAN 

An Introdoction to Cost Analysis CS-TSaO-MAN 

A P l a nning . Programming. Budgeting Seminar CS-830S-FIN 

Introdoction to PPB CS-8317-FIN 

Information Systems for PPB CS-S310-FIN 

Financial Management fw Program Admlnialratom CS-S316-FIN 

Program Management Series CS-7S31-MAN 

::iorrent Economic lasoes OB-7532-MAN 

Interviewing Tediniqnes for Civil Bi^ts Investigators CS-3019-PEB 

Workshop for Title VI Compliance Officers CS-3015-PEB 

Writing Begolstimis for Public Understanding CS-800Z-COM 

Writing Effective Letters CS-SOQ8-COM 

Effective lenerwriting for Management C8-8004-OOM 

WotUmp in Tedinical Writing CS-SOKMXHf 

Effective Briefing Tedmiqoes CS-9014-COM 

Seminar on Improving Commnnications with the Public CS-SOOO-COM 

Tedmiqoes and Methods for Improving Public Communlca- CS-SOOl-COM 
tions Training. 

Management Intern Lecture and Seminar Program CS-775&-MID 

COMMERCE, Department of 

Patent Examiners Initial Training CM-04-SPP 

Reading Improvemoit CM-Ol-OOM 

Retirement Planning Seminar CM-Ol-PER 

Digital Computer Programming Course CM-Ol-ADP 



DISTRICT of COLUMBIA GOVERNMENT 

Courte Title sJourte No. 

Clril Defense Managemect DI-Ol-SFP 

Personal and Family SunriTal DI-OB-SPP 

Radiological Defense OlBcer DI-OS-SPP 

Radiological Monitor DI-04-SFP 

Radiological Monitoring for InstmcttMra DI-05-SPP 

Medical Self-Help Training Program DI-01-HI8 

Shelter Management DI-OS-SFP 

Course in Tnbeccnloris Control DI-02-HI8 

Off-the-Job Safety Program and Interest Areas DI-07-SPP 

Profemions Disaster Training Seminar DI-08-HlS 

Construction Safety DI-OS-SPP 

general services administration 

Defensire Driring Techniques G8-37.03-SFP 

Guard Training QS-75.01-SFP 

Shipping Honsriiold Goods GS-ftL06-SDP 

Fiei^t Loss and Damage Claims G8-SL07-SPP 

Ocean Tramportation GS-OLOO-SPP 

Frei^t Rates and Tariffs GS-OLll-SUP 

Pa s s enge r Trarel Conference G8-81.14-SPP 

Space Planning and Layout G 8-72.01 — 3PP 

Blerator Maintenance and Repair Program G8-78.02-TBC 

Befrigerator and Airconditioning GS-7A01-TRC 

National Electrical Code GS-7A0S-TRC 

Telephone Equipment Management GS-SLOl-TRC 

PnUic Utilities Service Management G8-88.02-SUP 

Public Utilities Service Procurement GS-88.01-8UP 

Tedinical Assistance Workshops GE-6D.11S-ADP 

Procniement Contracting and Policy G8-61X)1- 8UP 

Government Contract Administration GS-Ol-OB-SUP 

Contracting by Formal Advertising GS-ttLOS-SUP 

Smsii G 8-61.04-SUP 

Inventory Control of Supplies and Materials GS-6L08-SDP 

Economic Order Quantity Tedmiqnes GS-6L07-SUP 

Storage and Materials Handling G8-62.01-8UP 

Carrier Selection-Frei^t Classifleation G8-01.12-SUP 

Government Bills of Taiding and Common Shipping Faults _ GS-0L13-SUP 

COURSES WITH NO DATES AS TBT 

Technical Assistance Workshops GS-64.08-ADM 

Technical Assistance Workshops GS-54.01-ADM 

Technical AssisUnce Workshops GS-M.0^ADM 

Technical Assistance Workshops G8-54.09-ADM 

Technical AssisUnce Workshops G8-64.10-ADM 

Technical Assistance WorkdHqw O8-64.06-ADM 

Tedinical AssisUnce Workhhoos G8-54.11-ADM 

Tedinical AssisUnce Workshops GS-54.12-ADM 

Technical Assistance Workshops G8-0aOl-ADP 

Technical Aasistance Workshops Records Management (lA) GB-64B7-ADM 
Technical Asrifasnes Workshops Modernising Management GS-M.16-MAN 
Reports (5A). 
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COURSES WITH NO DATES AS TET— Continued 



Courae Title 

GENERAL SERVICES ADMINISTRATION (Continued) 
Technical AsMstance Workshops Form and Gnide Letters 
(2A). 

Technical Assistance Workdiops Correspondence Manage- 
ment (2B). 

Technical Assistance Workshc^ DlrectlTes Systems Im- 
prorement (4A). 

Technical Assistance Workshops How to Imj^ve Writtmi 
Instructions (4B). 

HEALTH. EDUCATION, AND WELFARE, Department of 

Seminar for Administration Secretaries 

Automatic Data Processing Orientation 

Food and Drug Law 

Typing II 

Secretarial Derelopment Workshop I 

Shorthand I (Reriew of 6r^ Theory) 

Shorthand II 

Shorthand III 

English I 

English II 

English III 

English Grammar and Usage (A Higher-Leyel, Compre- 
hensive Course). 

Typing I 

Reading Improvement 

Effective Writing for Administrative Ck>mmnnications 

Fundamentals of Supervision 

Management Analysis 

Instructor Training Course 

Telephone Techniques 

Supervision and Group Performance 

Basic Analysis 

Behavioral Foundations of Management 

Training Program for Financial Counselors 

National Communicable Disease Center. 

National Center for Air Pollution CoutroL 
Urban and Industrial Health Training Program. 

INTERIOR, Department of the 

First Aid 



Courae No. 
GS-55.02-COM 
GB-5S.03-COM 
GS-S5.01-COM 
GS-65.0{MX>M 



HE-ll-ADM 

HE-S80O-ADP 

HE-m-HIS 

HE-02-ADM 

HE-Oa-ADM 

HE-(H-ADM 

HE-06-ADM 

HE-06-ADM 

HE-07-ADM 

HE-OS-ADM 

HB-Oft-ADM 

HE-IO-ADM 

HB-Ol-ADM 

HE-<e-COM 

HE-Ol-COM 

HE-Q2-SPV 

HE-02-MAN 

H1I-06-PER 

HE-03-COM 

HE-7000-SPV 

HE-Ol-MAN 

HE-7700-MID 

HE-m-SPP 



IN-Ol-mS 
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Cour$e No. 



Course Title 

JUSTICE, Department of 

Saperrlsion and Oronp Performance. 

Saperrimry Safety Classes 

Correctional Orientation Training- 
Correctional Treatment Practices — 



DJ-7000-SPV 

DJ-03-SFP 

DJ-Ol-SPP 

DJ-02-SPP 



LABOR, Department of 

Safety Training 

Supervisory Safety Training 

UBItABT OF CONOBBSS 

Orientatton for Federal Librarians 

SMALL BUSINESS ADMINISTRATION 

Management Development Program 

Instructor Training Course 

TRANSPORTATION, Deportment of 

National Aircraft Accident Investigation School. 
FAA Academy. 

FAA Basic Investigation Course 



DL-02-8FP 

DL-Ol-SFP 



LC-Ol-SPP 



8B-7700-MID 

SB-2000-MID 



TD-Ol-SPP 

TD-Oa-SPP 



TREASURY, D^rtment 

Staortband Refresher Dictotion Course- 
Typewriting Refresher Training Course. 
Gregg Shorthand Theory Review Course. 



TR-04-ADM 

TR-06-ADM 

TB-OS-ADM 






204-8860—68 
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Index of Courses by Agency 



Page 



AIR FORCE, DEPARTMENT OF THE 

Basic Classification and Wage Ad mini stration Course 

Ba ft i f Placement and Employee-Management Relations Coiuse. 

Civilian Personnel Officer Course 

Employee and Career Development Course, Advanced 

Fundamentals <rf Employee and Career Development Course- 

Human Relations fat the Air Force Manager 

Management Course for Supervisors 

Placement and Employee-Management Relations, Advanced. 
Program Management Course 

ARMY, DEPARTMENT OF THE 

Civilian "^‘jraoimel Management, Introduction to 

Civilian Personnel Officer Course 

Personnel Management fw Executives 

Position and Pay Management Course. 

Position and Pay Management Course, Advanced 

Recruitment and Placement Course. - 

Training and Development Course 



113 

152 
95 

125 

124 

42 
66 

153 

43 



96 

93 

94 

114 

115 
121 
126 



CIVIL SERVICE COMMISSION 

ADP Orientalion 

ADP Orientation for Management Interns. — 

ADP, Executive Seminar in — 

ADP in Financial Management, Seminar on....... - 

ADP Management and Administration, Seminar in 

ADP, Management Introduction to 

ADP in Persoimel Management, Seminar on - 

ADP Programming, Executive Workshop in.. 

ADP Systems Analysis, Executive Workshop in 

ADP Systems Arudysts, Advanced Systems Technology for 

ADP in Supply Management, Seminar 

ADP Systems Arudysis, Field Work Program in 

ADP Systems Analysis Seminar 

ADP in Technical Information Systems, Seminar on 

ADP for Training Directors, Seminar in 

Adverse Actions — ^ V” 

Adverse Actions or Discrimination, Conduct of Heanngs Involving 

Analytic Techniques for PubUc Managers ■■ 

Auditing in the ADP Systems Environment, Principles and Practices of 

Briefing Techniques, Effective 

Case Method of Instruction, The 

Civil Ri^ts, Title VI, and the Federal Manager 

Communication fat Personnel Specialists, Effective 

Congressional Operations, Fellowship in 

Cost Analysis, An Introduction to 



45 

55 

17 
76 

198 

44 

201 

18 
19 

197 

194 

47 

46 
200 
202 
144 
144 

83 

77 

155 

132 

14 

107 

29 

81 
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(!kwt/Benefit Workshop - - 

Current Economic Issues - 

Decision Logic TaWe Workshop - 

Employee Development, Advanced 

Employee Development, Basic 

Employee Development, The Manager’s Role in 

Employee-Management Relations, Advanced — 

Employee-Management Relations, Basic - 

English , Workshop in Effective. - 

Eq iiftl Employment Opportunity Program and the Community, The 

Federal - 

EEO, The Role of the Federal Manager in. - 

Executive Programs and the Courts 

EEO for Contract Compliance Specialist, Workshop in 

Federal-State-Local Administration of Public Health Programs 

Finance in Agency Management 

Financial Management for Operating Executives 

Financial Menagement for Program Administrators 

Government Operations, Basic Concepts in. 

Government Finances, Management of. - - - 

He a r in g Examiners and the Regulatory Process: Current Issues, Prob- 
lems, and Developments 

Human Dimension of Planning for Change 

Ideas and Authors: Management and Organisation — 

Ideas and Authors: Metropolitan Problems 

Ideas and Authors: Personnel Management 

Ideas and Authors: Public Issues and Problems 

Ideas and Authors: Science and Government 

Ideas and Authors: Social Sciences 

Improving Communications with the Public, Seminar on. - 

Improving Public Communications Training, Techniques and Methods 

for... - - 

Instructor Tridning Course 

Interagency Management Information Systems, Executive Seminar in 

Interviewing Techniques for Civil Rights Investigators - - 

Investigation of Complaints of Discrimination 

Labor-Management Relations, Seminar in - 

Management Institute for Attomevs - 

Leadership Seminar for Supervisory Attorneys 

Legislative Function, An Institute in the - 

Legislative. Operations Roundtable for Executives 

Letterwriting for Management, Effective.. - 

Management and Group Performance - 

Management and Group Performance: An Institute for Trainers 

Management Decision Making, Modds in 

Management Devdopment: Principles and Methods 

Managerial Economics - - 

Management Information Theory, Executive Seminar in 

Information Svst ms for PPB - - 

Management Intern Lecture and Seminar Program 

Maimgement Reporting Systems, Executive P minar in — — 



PSf« 

82 

88 

199 

129 

129 

131 

142 

136 
176 

139 

137 
12 

145 

6 

70 
78 

71 
54 

72 

5 

100 

33 
12 
12 
11 

3 

105 

158 

159 
128 

22 

148 
143 

149 
36 
65 
31 

4 

166 

34 

35 
85 

130 

85 

20 

73 
53 
21 
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Pagt 

Management Techniques I, Basic flO 

Management Techniques II, Basic - - 61 

Management Techniques I: An Institute for Trainers, Basic 62 

Management Techniques II: An Institute for Trainers, Basic 63 

Mathematics for Managers 24 

Management of America’s Water Resources: Problems-Programs-Planning. 

Management and the Negotiated Agreement 16 

Manpower Utilization - ^ 

Metropolitan Area — Problems, Programs, Planning, The 16 

Middle Management Institute 30 

Negotiating and Implementing Agreements 136 

Occupational Mentai Health, The Role of the Manager in 160 

Office Skills and Service, Better 174 

Operations Research Orientation 49 

Operations Research for Executives, Applications of 27 

Operations Research, Executive Seminar in 28 

Operations Research Workshop, Techniques and Methods of 60 

Organization Theory 106 

Performance Evaluation, The Role of the Manager in 136 

Personnel Functions, Management of 100 

Personnd Management, Introduction to 99 

Personnd Management for Managers 104 

Personnd Management for Personnel Specialists 102 

Personnd Management for Supervisors. 103 

Personnd Management, Applying Behavioral Science Research to 161 

Personnd Program Direction 101 

PPBS, Introduction to 74 

Planning , Programming, Budgeting Seminar, A 76 

Position Classification, Advanced 112 

Position Classification for Managers — - m 

Position Classification and the Management Process 109 

Position Management HO 

Programmed Instruction: Applications for Government Training 127 

Program Management Series— — 37 

Psychology and the Management of Human Resources 108 

Recruitment, Executive Seminar in 120 

Recruiters, Training Institute for HO 

Recruiters of Clerical Personnd, Training Institute for H8 

Science and Engineering in Government, Introduction to 62 

Scientific and Engineering Organizations, Management of 1 

Scientists and Engineers, Management Institute for Supervisory 32 

Scientific Programs: Science and Government Policy, Institute for 

Executives - 3 

Scientific and Technical Applications of ADP: A Survey 48 

Secretarial Techniques - - 173 

Secretarial Techniques, Advanced 176 

Sociology of Work, The - - 106 

Staffing, The Role of the Manager in H7 

Staffi' .g and Placement, Advanced. H7 

Staffing and Placement, Basic. - - H® 

State Government and Administration — Programs-Problems-Planning 9 

Statistical Science for Management, Executive Seminar in 26 
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Supervision and Group Performance - - 

Supervision and Group Performance: An Institute for Trainers 

Supervision and Group Performance for the Engineer and Scientist 

Supervision and the Negotiated Agreement. 

Systems Analysis for Computer Programmers 

Systems Analysts, Quarteily Conference for PPB 

Systems Workshop for Computer Specialists 

Technical Writing, Workshop in._ 

Title VI Compliance Officers, Workshop for 

Writing Effective Letters 

Writing Regulations for Public Understanding 

COMMERCE, DEPARTMENT OF 

Digital Computer Programming Course - - 

Managerial Course 

Patent Examiner Initial Training— 

Reading Improvement. 

Retirement Planning Seminar 

DISTRICT OF COLUMBIA GOVERNMENT 

Civil Defense Management 

Construction Safety — 

Medical Self-Help Training Program 

Off-the-Job Safety Program and Interest Areas 

Personal and Family Survival - — 

Professions Disaster Training Seminar 

Radiological Defense Officer 

Radiological Monitor 

Radiological Monitoring for Instructors 

Tuberculosis Control, Course in - 

Shelter Management 

GENERAL SERVICES ADMINISTRATION 

Carrier Selection-Freight Classification.- 

Contracting by Formal Advertising 

Correspondence Management (2B) 

Defensive Driving Techniques — 

Directives Systems Improvement (4A) 

Economic Order Quantity Techniques 

Elevator Maintenance and Repair Program 

Files Improvement (7A) - — 

Forms Analysis and Design (SA)_ - 

Forms for Automation (3C) 

Forms Improvement (3B) — 

Freight Loss and Damage Claims 

Freight Rates and Tariffs ^ 

Government Bills of Lading and Common Shipping Faults 

Government Contract Administration 

Guard Training 

How to Improve Written Instructions (4B) 

Inventory Control of Supplies and Materials 

Managing an Office Machine Program (8C) 



Psft 

57 

58 
64 

14D 

195 
‘ 84 

196 
167 
147 
165 
164 



204 

39 

218 

168 

154 



243 
240 

249 
239 

244 
251 

244 

245 

246 

250 

247 



212 

207 

162 

237 
163 
210 
228 
189 

187 
194 

188 
224 
226 
213 
206 

238 
163 
209 
192 
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Pagt 



Mechanizing Paperwork Systems (8B) 

Modernizing Managet ^ent Reports (5A) — 

National Electrical Code - 

Ocean Transportation 

Office Information Retrieval (6A) 

Passenger Travel Conference 

Procurement Contracting and Policy 

Public Utilities Service Management 

Public Utilities Service Procurement 

Records Disposition (7B) 

Records Management (lA) 

Refrigeration and Airconditioning 

Shipping Household Goods 

Small Purchases - 

Source Data Automation (8A) 

Space Planning and Layout 

Speeding the Mail (2C) 

Storage and Materials Handling 

Telephone Equipment Management 

GOVERNMENT PRINTING OFFICE 



Editorial Planning for Printing Production.-..-.-.-..-^. --------- - 

Effective Administration of the Contract for Marginally Punched Con- 
tinuous Forms - 

HEALTH, EDUCATION, and WELFARE, Department of 



Administrative Secretaries, Seminar for. y,- — ' 

Administrative Communications, Effective Writing for - 

Automatic Data Processing Orientation 

Basic Analysis 

Behavioral Foundations of Management 

English I 

Eng^sh II- 

En^sh Grami^r and_Usage (A Hig^ier-Uvel, Comprehensive Course)... 
Financial Counselors, Training Program for 



Food and Drug Law.-------- 

Fundamentals of Supervision 

Instructor Training Course — 

Management Analysis 

Operations Research --- 

Reading Improvement- --- 

Secretarial Development Workshop I. . 
Shorthand I (Review of Gregg Theory) 

Shorthand II 

Shorthand III 

Supervision and Group Performance — 

Telephone Techniques. 

Typing I.. 

Typing II. 



INTERIOR, Department of 



First Aid. - 

Management for Supervisors 



191 

90 

231 

225 

188 

227 

205 

233 

234 
190 

185 
230 
223 
208 
193 
227 

186 
211 
232 



219 

220 



184 

168 

203 

89 
41 

181 

182 

183 

183 

215 

249 

67 

133 

90 
51 

169 

178 

179 

180 
180 

59 

160 

177 

178 



248 

69 
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JUSTICE, DefMrtment of 

Correetioiial Orientation Training 

Correctional Treatment Practices 

Supervision and Group Performance 

Supervisory Safety Classes 

LABOR, Departmeat of 

Safety Tmlning 

Annual Conference on Employment of the Handicapped. 
Supervisory Safety Training 

LIBRARY OF CONGRESS 

Orientation for Federal Libirariana 

SMALL BUSINESS ADBfINISTRATION 

Instructor Training Course 

ifMagKiMfnt Devdopment Program 

TRANSPORTATION, Department of 

Aiieialt Accident Investigation School, National 

FAA Academy 

FAA Basic Investigation Course 

Urban Travel Forecasting Course 

TREASURY, Dqiartment of 

Gregg Shorthand Theory Review Course 

Retirement Planning Program 

fflmrthand Refresher INetation Course 

Typewriting Refiedier Tkaining Course 

VETERANS ADiaKISTRATlON 

Better Letter Refresher 

Management Prinmples 

Supervismy Princiides 



Pact 



216 

216 

59 

241 



241 
122 

242 



217 



134 

38 



221 

236 

222 

235 



171 
155 

172 
172 



160 

37 

68 



ERIC 

N0V4 m 

4 

^ Oil Ai^t 
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